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Chapter I

hhhhkhhh

An Introduction to Microcomputers

Purpose:
The purpose of this chapter is to assist the student in
understanding some basic information and concepts about micrcomputers,

particularly as they relate to the small business operations of a child
care facility.
Objectives:

After completion of this chapter, it is expected that the student

will be able to:

l. Descridbe electronic technological developments as an
increasingly complex phenomenon related to rapid information
processing and the need to perform routine tasks quickly and
reliably.

2.‘Relate the administrative tasks of a child care facility to a
time-management plan.

3. Demonstrate an understanding of the current impact computers
have already had on our society.

4. Deal with any problems in cyberphobia which prevent use of a
microcomputer.

5. Define what a computer is and what basically a computer does.




6. Utilize the basic decision-making process necessary in selection
of appropriate software and hardware for one's own small busin-

ness operation.
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Learning Experience 1

Technology and The Information Explosion

The student will:

l. Read this learning experience in order to develop some know-
ledge in understanding electronic technology as an increasingly
complex phenomenon related to rapid information processing and
the need to perform routine tasks quickly and reliably.

2. Complete the assignments as specified.

Introduction

Along with the current popularity of the "personal computer" has
come a great many books and magazines designed to enlighten one in the
seemingly mysterious ways of the "Computer Age." Many authors talk about
a computer revolution. Their writings tend to imply, with various
degrees of foreboding, that to be left on the sidelines of this
revolution is to be condemned forever to a level of computer literacy
akin to watching preschool children score millions of points against
invaders from the planet Mongo on the new computerized arcade games.

One need not fear any impending or ongoing computer revolution.

Computers have become quite "user friendiy." In the beginning, of

course, one had to have specialized knowledge of computer languages.
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Nov, however, the people who know how to program computers have done all
that work for the "user." Hence, a "user friendly" computer!

Living with Blectronic Gadgets

The computer is actually & sophisticated late entry of the Machine
Age. TFor generations now, the civilized population has been able to
adjust quite succesafully to the new machines our technology has
produced for us--typewriters, copy machines, automobiles, projectors,
electric lights, automstically opeaing doors, to name a few.

Most of the American population has become quite used to the rapid
changes that technological advances have provided for our culture.
Remember the years BTV--that is, Before Television. It took television
as an entertainment form less than a decade to become a popular threat
to the movie industry. In 1946 there were only 10,000 home T.V. sets; by
1951, there were 12,000,000 such sets. That is an average of 36,000,000
people staying home to watch "Name That Tune" rather than go te the
local movie theatre. Television changed the lifestyle of the average
American. For the final episode of a popular night-time soap opers,
Americans stopped parties in progress so that the guests would not miss
out on the shenanigans of their favorite villian or heroine.

Television, itself, has changed considerable in the last decade.
With the coming of cable television, one can now watch twenty-four hour
nevs and weather reports, shop at home, or participate in the electronic
classroom.

What is it that electronic machines do? Why do we need them?
Iaventors developed machines-- electronic, gas, electric--in order to
save time and human labor. A machine is merely an instrument designed to
transmit or modify the application of power, force, or motion
(Webster's' Seventh Xew Collegiate Dictiomary,1966). Look at radio.

Stu-~I-4
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The radio is a mschine that gathers this unique form of sound snd puts
it back into a form which the human ear can gather sad sené to the
brais. Ia this vay, the radio (end indeed, the whole brocdcasting
netvurk) becomes nothing more then s mechanical extension of.tho husan
ear.

A machine, thes, is actually an exteasion of s human sense
sechanism or physical stremgth or skill., What happens in today's world
if the Preeident of the United States wishes to address the American
People? Ons need only turn on the television set at the proper time to
receive the President's mesvage and visusl likeness at the very time the
address is being given. A generation ago, one could havo‘ioatd the
President on the radio; before that, the text of the President's apeech
vould have been telagraphed across the country to appear in priné in Zhe
daily newspaper oaly hours after the speech was given. Poor President
Washington! His speeches had to be printed on a presa using human muscle
pover, placed in a leather pouch and carried dy horeeback throughout the
land. What a considerable change, as modern Amaricans see and hear the
President as he actually speaks. Machines, then, are truly extensions of
the humsn sense mechanisms. One can see alsc in this example howv our
technology has slso provided for more rapid information processing with
devices such as the radio,‘tolovi-ion. and the typewriter.

Some machines have been labeled “labor-saving devicas" decause
they are machines that reduce the burden of repetitive phyeical tasks
Vhich can only be called drudgery. And no ore in this modern world wants
to end up as a drudge. The completely automatic washiing machine, which

Teplaced the electric washing machine with the rollers which, replaced

the washtub and scrub-board, which replaced the flat stone

Stu~-1-3
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on the river's edge--each advance was a machine requiring less human

energy. Each new machine transmitted or modified power, force, or
motion. Today, the dreaded task known as "doing the laundry" required
few decisions involving physical labor--sorting the clothes , loading
the machine, pouring in the laundry products——hardly enough exertion to
tire the average five year old!

The labor saving machines of modern times are also known as
“time-saving devices," for the task at hand is reliably and quickly
performed. Actual time has been saved that can be used in more creative
pursuits. If one has an acute case of "time-saving", then the kitchen
has such gadgets as the electric can-opener, the canputerized
coffee-maker (that will also turn on the kitchen T.V.) and the frozen
cupboard is filled with ready-to-microwvave waffles, prune danishes,
pre-scrambled eggs and precooked sausage patties. Omne has only to make
the pre-squeezed orange juice using, of course, the time-saving blender
with ice water obtained from the automatic ice water spigot on the door
of the automatic refrigerator (that's the spigot right below the
built-in electronic clock and egg-timer).

All of this is merely a reminder that if one is still breathing and
reasonably sane in '"modern times" then, a successful adaptation to the
"Electronic Machine Age" has occurred. One need not fear any new
technological advances nor remain illiterate to the purpose and workings
of these new machines. This includes, of course, the microcomputer.

As a member-in-good-standing of the Electronic Machine Age,
complete the following exercise. Following is a list of mechanical
marvels that extend human senses or physical strength and skill. By
each nachine indicate what the task of the machine is and how it saves
time and labor. Also, indicate the times saved by using the machine

Stu-I1-6
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versus attempting to do the task in a more primitive manner. The first

one is done for you and an example.

TASKS PERFORMED EXTENSION OF TIME SAVED

Provides correct Extends human cuts task by 3/4

water temperature fmuscle power
times the wash;

mixes laundry

s0ap; removes

excess water and

stops automati-~

cally.

Telephone
Microwave oven
Electric typewriter
Microcomputer
Electric calculator
Personal automobile

Tape recorder




MACHINE

TASKS PERFORMED

EXTENSION OF

TIME SAVED

Figure 2
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The Information Explosion

Our marvelous electronic machines are not just time and energy
savers that provide us with more leisure. OQOur culture has also
experienced an information explosion. In order to make appropriate
decisions, a greater quantity of information is needed than ever before.
More rapid changes in information are occuring. Suppose one wishes to
make budget projections as accurate as possible for the next year of
operation of a child care center. Having nearly completed this task, onme
learns that the price of two dietary staples——dairy products and
fruits-- are expected to rise by 152 each within the next twoym0nths and
remain at the new price levels throughout the coming year. How will this
increase affect the projected budget? How will it affect the profit
margin of the center or oparating costs? Is the increase enough to
warrant a price increase for the service provided? Where can one make
cuts in the budget to absorb the food cost increase without charging
more to the clients?

Changing one set of figures requires other changes throughout the
budget projections. Just as one is about to complete this heart~rending,
hair-pulling task, the Federal Government announces an increase in
minimum wages to be effective by the middle of next year! Now, one has
to start all over again. Too much information too rapidly would seem to
make the development of a planning budget a useless task. However, if
the budget planning process uses a microcomputer, then these and other
modifications can be made almost painlessly. With the appropriate
“software microcomputer programs (which, of course would be "user
friendly"), this problem-solving task can easily be managed by the child

care center administrator.

Stu-1~-9
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Problem-solving technology has gone hand-in-hand with the

information explosion. Indeed, some problems in today's world cannot be
solved without the use of computers. Thus, the computer is the capstone
in problem-solving technology.

To understand the history of human problems and problem-solving
technology it is necessary to take acother detour into history. When the
human family began iiving in large groups, there developed a division of
labor. Some people continued to produce foodstuffs and were called
farmers and herdsmen. Others produced necessary implements and
decorative items and were called artisans and craftsmen. Still others
began to consider the problems that needed to be solved f;t large
numbers of people to live together successfully and were called
politicians and bureaucrats.

One of the basic problems to be solved was to assure that the
population had enough food. How much to store against famine? How much
land to culgivate? How much grain to save as seed? Therefore, some wise
soul began to count the amount of grain that could be produced on a
certain amount of land. Numbers became important as well as standards of
measurement.

This early Secretary of Agriculture needed an accurate and quick
way to count so that he could relate population growth to quantities of
grain needed. Thus, some mechanical form of calculation beyond finger
counting and piles of stones was needed. Besides, it was rather
difficult to keep transporting the large piles of stones from the fields
back to his office for calculations. So he invented the abacus, a
mechanical "number cruncher." With the abacus, a person can take a great

many numbers and perform complex calculations with them. (This is about
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alllthat the computer does as well--it is, first of all, a number
cruncger, but the computer does this task at unbelievable speeds.)

Today, the U.S. Secretary of Agriculture could not perform his
duties on a national scale without assistance from computers. He needs
data projections from the National Weather Bureau, accurate accounting
of how much available land will be cultivated in corn, wheat, rice,
etc., as well as production cost projections, and on and on. If his
projections are wrong and there is an overabundance of corn, then the
price of a bushel of corn drops below what it costs the farmer to
produce it. Then the government has to use tax dollars to buy up and
store the extra grain and provide price supports to the farmers to not
grow corn the next year!

In almost every sphere of human activity the amount of data needed
to solve problems has expanded so rapidly that the human brain needs
assistance to produce reliable and valid decisions. This is where the
computer comes in as the capstone of the problem~solving technology.
Some of today's problems cannot be solved at all without the use of
computers. For example, when the American astronauts were about to land
on the moon, the on-board computers handled a large quantity of
information and processed it rapidly to correct the moment by moment
downward movements of the landing module., Without this rapid and
accurate information processing, the moon module could not have
successfully landed. The problem can be stated in words very simply—put
the moon module down safely on the moon's surface. But vast amounts of
'information had to be fed into the computer so that very little time
elapsed between analysis of the data and corrections in the speed and

trajectory of the vehicle. This was a task no human could perform

accurately or quickly enough to zssure a safe landing. Thus, the
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computer was a necessary problem-solving tool that made the moon landing

possible.
Summary

e Our technology has provided us with a great many machines with
which we are able to save time and human energy. Oge ;peci;l group of
machines impact our ability to solve problems. Problem-solving in
today's would is made more complex by the rapid increase in informatiom
necessary to solve problems and by the rapidity with which that
information changes. The compufer allows us the capacity to rapidly and
reliably deal with the ever-increasing information needed to make the
best possible decisions.

For Further Reading

The short bibliography printed below will extend the reader's

knowledge of the topics presented in this learning experience.
Dehen, J. The Electronic Cottage New York: William Morrow, 1982.

Weizenbaum, J. "Once More: The Computer Revolution.”" In The Computer
Age: A Twenty-Year View, ed. Dertouzos, M. and Moses, J. Cam-

bridge, Mass.: MIT Press, 1979.

McWilliams, P. The Personal Computer Book Los Angeles: Prelude Press,

1983.

If you have not already not’ ‘ed, the major microcomputers on the market
today all have one or more magazines devoted to them and their users.

With little effort these magazines CAN be fun reading!

Stu-1-12
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Learning Experience 2

Problems, Data, and Time Management in Child Care Administration

Yrkhkdkdkhk

The student will:

1. Relate the administrative tasks of a child care facility to a
time management plan.

2. Explain the value of a microcomputer for chid care center
Suliness operations.

3. Read the following material and complete the assignments.

JededeReddededed

The administration of a child care facility usually begins as a
one-person operation with a teacher designated as assistant director to
handle routine matters in the absence of the administrator. In large
communities, the multi-facility child care operation has recently come
into being. Whether one does or will operate a single facility or serve
as a central administrator of a number of child care facilities, there
,are essentially three elements to be managed. In the business world
these are traditionally known as time, money, and people. As an efective
and efficient administrator of a child care facility, one must
understand that efficient use of time--a time management plan—-is
essntial to effective administration. In order for a child care business

Stu-I-13
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to continue to exist, effective planning is necessary. From a business
standpoint, planning is concerned with:

1. setting goals and objectives and

2. determining the approach by which the goals and objectives

are to be accomplished.

A time management plan is one that indicates the order and
frequency with which certain management tasks must be performed. The
outcome of this plauning process is to see that all necessary tasks are
performed, particularly those which are prerequisite to more complex

tasks. Without an effective time management plan two things are likely

to occur:

1. tasks will take more time to complete than is actually
necessary, and

2. some tasks will be poorly done or left incomplete.

The following assignment is designed to help the child care
administrator develop an effective time management plan which is
prerequisite to determining the need and uses for a microcoamputer.

The following steps should be completed in the sequence presented:

l. Make several copies of the form which appears in Figure 4
in this chapter.

2. Label copies of the form for recording daily, weekly, monthly,
quarterly and annual or yearly tasks.

3. List management activities according to frequency; for example,
on the daily task sheet one might have "compile attendance
reports” in the task column.

4. Provide a short explanation of how a specific task provides
information needed to complete other tasks; for example,
attendance data may be used to prepare customer bills.

Stu-1-14
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Figure 3 preseuts some task examples. When this assigument is

completed, be prepared to share your results wicth other class members.
How many of the tasks listed were routine clerical ones? Did others list
tasks you actually perform but failed to mention? How auch of

administration time is really devoted to clerical duties?
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listed required routine clericsl duties? How much of your time as an

sdministrator is actually spent doing clerical tasks?

TIME - MANAGEMENT PLAN

FOR CHILD CARE FACILITY
G
FREQUENCY | TASK PROVIDES DATA FOR: REQUIRED
Dsily, 1. Collect & record 1. Customer billing,
sttendance long-range plan-

2. Transportation ping
report

2. Income tax dats
revised transpor-
tation schedule.

3. Check equipment and | 3. Ssfety needs,
supplies reorder supplies

4. Supervise staff 4. staff training

needs, promotion
considerations,
saslary increase.

5. Communicste with 5. develop waiting
prospective list, long-range
customers expansion planning.

Figure 3
Stu-I-16
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TIME - MANAGEMEKT PLAN

FOR CHILD CARE FACILITY
: TR

FREQUENCY jTASK PROVIDES DATA FOR: REQUIRED
Weekly,
daily,
monthly,
quarterly
yearly

Figure 4
Stu-1-17
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Now, go back over the task analysis sheets and put a check by sny
tasks that might be easier handled using a microcomputer. What
percentage of tasks on a daily basis could be done ou a computer? Weekly
taske? Noathly, quarterly, and yearly tssks?

Look over the task snalysis snd put su "X" Dy those tasks that
usually do not get Jome fully, are ususlly done poorly, or do mot get
done at all. Uscally, these tasks will be the "people imtersction" kinds
of tasks such as staff supervision. Too often, the child care
administrator is so bogged down in papervork that she/he camasot fully
attend to tasks such as supervisiom and curriculums development.

Be preparcd t5 write a short paper abdut the task analysis
assignment and turm it in to the imstructor. Iaclude any ways that might

have deen discovered to datter manage available time.

Stu~-I-18
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Leeraing Yxperience 3

The student will:
1. Analyse cae's ova seed for s microcomputer
2. Analyse the risks iavolved in ecquiring & microcomputer

3. Cenpere and comtrast three micrucomputer hardwere systems

Rateblishing ¢ Computer Purchase

Plusning is the key to ¢ successful computer utilizstioa. What are

the prodlems sesociated with getting e computer? With ui;g oue
successfully? Will the computer reslly ssve lon'oy ia the loag rua?
Will I, &8 ¢ child cere sdsinistrastor, reelly de sble to use &
aicrocomputer effectively in my business? These erc sowe of the
Questions thet should be ssked before deciding to purchase a
aicrocomputer. It is elmost impossible to sttend ¢ conference or
coavention of child cere specielists or reed ¢ journal in the field of
‘chid cere without noting some reference to microcomputers.

There is uo essy process by which one may instell ¢ microcomputer

in one's business. Time and effort will de required. The question ome

' sust answer is simply this: 1Is the child care administrator sad other
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staff willing to spend the time and effort to install a microcomputer
and to change the way routine tasks are performed?

One question often asked by small business owners is, "Isn't the
computer too complex for my business? Recall the first léarning
experience in this chapter. Obviously, all of us can use a television
set or a microwave oven. Fevw of us, however, know how these electromic
gadgets work. It is not necessary to know how a television works to get
use out of it. In many ways, this is also true of the microcomputer. The
child care administrator needs to become a microcomputer "user" not a
technician or programmer. Many people are reluctant to come face-to-face
vith a computer. "How can I touch lOI‘thin‘ that can put people on the
moon?" One should neither overestimate nor underestimate what a computer
can do. Throughout this book, the functions and limitations of the
microcomputer will be discussed in an attempt to demystify it.

One of the primary tasks of a child care administrator is to employ
appropriate staff. The same questions one asks in employing a child care
vorker can be applied to "hiring" a microcomputer. These are:

l. Define the job the microcoxputer is expected to perform

2. Get a microcomputer with the appropriate skills for the jobs to

be assigned to it

3. Determine the level of performance expected of the micro-

computer

4. Determine the amount to be paid for the microcomputer in rela-

. to the desired level of performance

All businesses produce products. The ultimate product cf a child
care facility is quality child care. But as a business there are many
other intermediate products that must be produced if quality child care
is to be the ultimate product. These secondary products are the outcomes

Stu-1-20
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of various business systems. A system is an organized collection of
people, machines, and methods needed to accomplish a specific set of
objectives. Some possible business systems are: payroll, billing,
purchasing, inventory control, food services, accounts receivable,
taxes, general ledger and concomitant financial reports. Products of
these systems might be: checks, completed forms, tax forms, menus,
standard letters, financial statements, invoices and orders.
The following steps will help the child care administrator develop
a baseline for determining whether a microcomputer would make a good
employee:
1. Identify the major business areas
Develop a worksheet that includes the following headings:
* BUSINESS AREA
*  RANK
* PRODUCT NAME
* INDIVIDUAL RESPONSIBLE
* DESCRIPTION OF THE PRODUCT
2. For each area, identify the administrative and productive
pupervork products
* These should be listed on the worksheet develcped above.
3. List the problems encountered and the strengths of each product
*  PRODUCT PROBLEMS
Clerical errors, mislaid/lost document, lati, difficult to pre~-
pare, inadequate information, other (specify)
* PRODUCT STRENGTH
Individually structured, incorporates judgment, automatic, other
4, State the resources required to produce each product
* PERSONS NEEDED
Stu-I-21
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* AMOUNT OF TIME NEEDED

* COST (in terms of salary amount)
* OTHER COSTS REQUIRED
* TOTAL COST
5. Rank the products by cost of preparation within each business
area
* ADD UP THE COST TO PREPARE ALL OF THE PRODUCTS IN EACH BUSINESS

AREA
* OBTAIN A YEARLY SUM PFOR PRODUCT PREPARATION

* BRANK THE BUSINESS AREAS FROM MOST COSTLY TO LEAST COSTLY.

A RULE OF THUMB FOK ACQUIRING A MICROCOMPUTER FOR A SMALL BUSINESS IS
THAT IF BUSINESS PRODUCT PREPARATION COSTS ARE OVER 55,000 ANUALLY, THEN

HIRE A COMPUTER!

The Computer as a Business Risk

Any nev venture in the business world has some risk attached. A
business risk is any condition that can cause the business to lose money
or fail. Risk is a common part of everyday business life. It must be
dealt with realistically if the business is to survive. The decisiom to
acquire s computer introduces nev risks and may well expand existing
otes. What are some of the common risks in operating a child care

facility? Failure to meet lisceasing requirements, loss of clients

-because of changes in the neighborkood, food poisoning, parents who fail

to pay for services received--these are some of the risks in operating a
child care facility. These kind of risks will exist whether one

purchases a microcomputer or not. The microcomputer cannot do

everything! It will not prevent childhood diseases, make the liscensing
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representative love the center more, force parent to pay back bills, or

automatically increase cash flow.

It is important, however, when considering a major purchase such as

a microcomputer to understand the nev and increased risks involved. 1In

this way, the child care administrator can be fully prepared to meet

these risks. Some possible risks are:

1.

2.

People thimking about people versus computer logic

When a system is automated by using a microcomputer, then there
are set rules built into the computer program. For example, a
microcomputer program might automatically send an overdue bill
to every customer regardless of the cause. The administrator
uay want to give Mrs. Jones extra time to pay a bill because of
unusual circumstances. Unless the microcomputer is told not to
do so, it might automstically send a "pay-up-or-else" letter to
Mrs. Jones!

People variability versus the comsistent computer

People have their ups and downs. Not feeling well or

a cross remark from a parent can turn a competent child care
administrator into an error-prone terror. But the cosmputer has
8o feelings. As long as its human user has correctly loaded a
program into the innards of the microcomputer, it will conais-
tantly follov the rulea of that program. If the user has antered
incorrect information into the microcomputer, then the micro-
computer will follow that infor-atio; throughout all its
transactions. Only a microcomputer could print six checks of
$1,000,000.00 each for six different minimum wage employees!
Paper evidemce versus electronic bits and bytes

Any good business maintains paper files to prove tax deduc-
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tions, prove client billings, and satisfy ieial requirements.
But electronic evidence! What if the electricity goes off with
the General Ladger in the microcomputer? Who is to say vhat a
pover surge through your Accounts Receivable could do the the
decimal points? You say a city truck with an electric motor
parked outside of your office last night and the magnetic field
it set up erased all of your diskettes? Such 8 risk!

The risks in scquiring a microcomputer can be minimized if the
child csre administrator fully understands for what purposes and by whom
the equipment will be used. Purchasing -icroco-;utor hardvare and
softvare establishes the structure in which information can be
processed. What is needed is & small business microcomputer. Some
systems may be too small and some too large and costly. Here again, an
appropriate problem~solving process must be used.

Comparing Microcomputer Systems

Aside from the fact that most microcomputer systems that one could
selact for small businesc use vill have similar softwvare, not all
microcomputers are alike. It is necessary to compare an& contrast
various microcomputer systems so that an intelligent purchase is made
that will perform all the tasks required in a cost-effective manner.

For a microcomputer to be truly "user friendly" it must have
vell-designed software. The term "softwvare" refers to the prepared
programs that one can purchase and insert into the memory of the
Microcomputar. Thus, it is necessary to begin an analysis of various
microcomputer systems not with available hardware (the microcomputer
itself, the printer, etc.) but with the software programs. Answer the

questions on the following page to analyze possible software needs.




1.

4.

SOFTWARE NEEDS

Who is gong to use the software?

a. Preschool children fcr introduction to the cowmputer and for
developing basic concepts

b. Afterschool children for basic computer literacy or doing home-
work

c. Teachers of the child care center to develop curriculum

d: Center Administrators

e. Other

Where is the software to be used?
a. in the classrooms
b. in a special laboratory/resource room

c. in the administrative offices

How will the software be used?
a. educational purposes
b. administrative purposes

¢. supervisory purposes

What specifically will the software do for the center?

Stu-1-25

32




Complete this exercise by filling out Handouts 2 through 5. Then
visit three vendors of different microcomputers and write a short report
summarizing the findings. Turn in the handouts and the sumnary to the

instructor for evaluationm.

G WA WD $#Wa WD U U WD WD Uy WS WS $ uwWhmw  w—.
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HANDOUT 2 |

HARDWARE NEEDS

List microcomputer opﬁians and peripherals that would be necessary to complete
your needs in Handout 1 and why.

OPTIONS AND
PERIPHERALS DESIRED WHY

3.

Are your hardware and software needs sufficient to warrant the expense?

Stu-I-27

Cur

34




Handout 3

EVALUATING HARDWARE

BRANDNAME : 1. 2, 3.
l. Price

2. Warranty

3. Service

4. Financing

5. Newsletter

6. Parts included

in basic price

7. Additional parts
and prices

8. Keyboard

9. Printer

10. Monitor

1l. Graphics

12. Character/line

13." Linesg/frame

14. Company

' Software

15, Compatible
Software

16, Other
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HANDCUT 4

RESOURCES

List resources in your own geographic area that can provide information about
microcomputers and training (stores, people, etc.).

l.

2.

3.

b.

3.
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Handout 5

USES OF MICROCOMPUTER FOR CHILD CARE FACILITY

éggn]ation of Uges: Microcomputer Use:
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ERIC 37




CRAPTER II

STUDENT'S REZSOURCE GUIDE

DEVELOPING MICROCOMPUTER LITERACY
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Purpose

Chapter 11

Develcping Microcomputer Literacy

The purpose of this chapter is to sssist the student to develup &

basic understending of what & microcomputer is, hov it vorks sad how to

get started using @ microcompucar.

Objectives

After completion of this chapter, it is expected thet the studemt

will be able to:

1.
2.

3.

Explain the basic fuactions of 2 sicrocomputer

Describe the primary urits of & mitrocomputer and tell vhat each
one doss

Develop & dasic vocadulary of computer terminology and de adle
to use it sppropriately

Demonstrate adbility to set up & microcomputer systea so that it
is ready to accept user gensrated dats. (The student could skip
evarything except objectiva 4 and still de an excellant

microcomputer "“user.")
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Ictroduction

While "computer” is mov & household word, there are still millions
of well-educated persons for vhom the satire comcept is shrouded in
uystery. The unfortunste smaslogy is that what the "msgic" bounes were to
the witch doctor, so the computer is to the high priests and priestesses
of moderas tachmology. The computer is not a device of witchcraft. There
is no reasom to consider computers eithar magical or beyond the reslm of
ose's understsnding. Computers are explaincble snd understsadadle in
cveryday terms.

$ince this ctudent manual is designed to assist one to use &
wicrocomputer, this chapter will use the word “microcomputer”
throughout. The word "computer" will be used when discussing the history
of these machines, &8 vhen discussing the gignt cosputers kaovn as
nainfreme computers.

There are basically two typss of computers. They are ssalog and
digital. A= aualog computer messures the "likcness” of a problea. It
sets up a similar proklem sad measures the results. This type of
cosputer is used in manufacturing plaants. It obtains informatiom or
“data" from the manufacturing machines and then sdjusts settings on the
machinery itself. For example, large quantities of various ingredients
must be correctly mixed by the Betty Crocker people to produce those
cake mixzes one can buy in the store. Just the right asount of flour,
povdered eggs, shortening, etc. must be supplied to the mixture. The
‘snalog computer monitors this process snd tells the machine when
adjustments in the smounts should be made to keep the mixture uniform.

The type of computer that will be discussed in this chapter is the
digital computer. Any data put into a digital computer is stored as a

series of digits (ones and zeros) which is translated into electronmic
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signals. The microcomputer is a digital computer.

What a Microcomputer is Not

First of all, the microcomputer is not a machine to replace human
thinking. As a wmachine, the microcomputer is no smarter than an electric
eggbeater. The microcomputer cannot "think” any more than san eggbeater
caan do so. The eggbeater cannot decide when to stop beating eggs to
make a perfect meringue for a chocolate pie. The cook must do the
thinking and turn off the eggbeater at the appropriate time. Left to

itself, the eggbeater would only destroy the egg white as far as a good

meringu- is concerned. In like manner, the microcomputer cannot think.
It cannot make independent judgements. The microcomputer can oanly do
vhat a programmer tells it to do. If the programmer tell the
microcomputer to do something wrong, then it will do that just as
faithfully as if were doing the right thing. If the person entering data
into the microcomputer puts in incorrect data, unless the microcomputer
has been programmed to recognize the mistake, it will use the data given
to it. Por example, a university library in San Antonio, Texas, uses a
computer program to catalogue books. But, until receantly, if a
particular keystroke was entered into the system, then the computer
would "dump" everything that had just been entered. It was not supposed
to do that. There was a "bug" or error in the program. But the computer
did not know that the bug existad. It went on its merry way dumping data
that its human users did not want dumped! Not until a smart, new
“librarian found the misinformation was the program "debugged."

In the example above, it should be noted that the misinformation
vas fed into the computer by human programmers. The error was one in
human thinking not computer logic. In fact, the computer could not
think! It could not make a decision at all. It could only follow
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incorrect information fed into it. The computer is only a machine, as
smart as the average electric eggbeater.

A false comparison is often madc between the human brain and the
microcowputer. This is ridiculous! This happens only in science fiction
novels and movies. Even if one wanted to imitate all the processes of
the human brain, one would hardly start with the microcomputers of
today. One might as well attempt to create a modern seving machine out
of needles and thimbles as to compare the microcomputer to the human

brain.
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Learning Experience 1

Pretest on Chapter 2

The student will:
Ansver the following questions before studying the material in this
chapter. If the answer is not knowa, then simply write "don't know" in

the space provided. Please use ink.

Wbk

1. Write e short statement about what each of the following con-
tributed to the development of the computer:

a. Charles Babbage:

b. Herman Hollerith:

c. University of Pennsylvania staff:

d. DataPoint Corp. of San Antonio, Texas:

2. What is a computer?

Q Stu-I11-5
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The three primary operations of & microcomputer are:

The three primary units of a microcomputer are:

What are the three steps of the basic processing cycle?

Arrange the following terms in their hierarchial order:

Record

Bit

Field

File

Byte

What does 16K stand for when used to describe a microcomputer

memory?

Differentiate between the terms ROM and RAM:
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9. is the principle computer programming

language used by most microcomputers.

10. Name three m¢ans of storing data from a microcomputer:

E &IIC Stu:II-7
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Learning Experience 2

A Short, Short History of the Computer

After completing this learning experience, it is expected that the
student will:

Be able to tell some of the history of the computer.

L2 a2 200 0

The human family early developed systems of counting. Indeed, it
may have been a nstural outcome of the human thinking process. With
counting came the need for aids to the counting process. As mentioned in
Chapter I, the earliest computation system was probably groups of
pebbles. These, however, vere not very portable. Later came knots on a
piece of rope; still later, beads on a rod were used for counting.
Examples of the abacus--those "beads on a rod"--have been found in the
Tigris-Euphrates valley dating about 5000 years ago.

In the tenth century, Pope Sylvester II learned of the Arabic
nuaber system and a "calculating machine" invented by the Moors. This
type of calculating system was introduced by Pope Sylvester into Westera
*European culture.

Nothing much seems to have happened with the development of
calculating machines or computers until the 1600's. Then, Oughtred of
England invented the slide rule which is an analog computing device.

Later, in 1642, Blaise Pascal invented the forerunner of the modern desk
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calculator. This device was digital. Each digit was represented by a
position on a wheel. When a certain wheel moved to the zero position,
the a rachet inside the machine advanced the number to the next higher
order wheel. Pascal won fame, but little money from his invention. The
Pascal calculator did, however, strike terror into the hearts of many
learned clerks of his time. They feared unemployment.

Other moderately successful corputing machines were developed in
the 1700's, but it was in the 1800's that the automatic computing
nachine vas first conceived by Charles Babbage of England. He wanted to
build a computing machine that would compute logarithm tables. Babbage
had heard of the automstic looms which were developed in France, so he
wvanted to see them. These early }oouh used a continuous loop of
perforated paper to select the warp of the fabric being created. A box
vith needles was pressed against a part of the paper tape. Where there
were holes on the paper, the needles would penetrate. Then corresponding
threads would move. This would determine the pattern of the fabric. By
the time Babbage got to France, the paper tape had been replaced by a
series of punched cards like some computers of today still use.

The design of Babbage's first calculating machine was called the
Difference Engine. He managed to persuade the Parliment in England to
give him fifteen hundred pounds to perfect his invention. Bui Babbage
never completed these earlier machines even though Parliment gave him
more money.

Babbage did not give up. In 1835, he described to the Royal Academy
of Sciences in Brussels an automatic, general purpore computer called
the Analytical Machine. The structure of this machine was quite similar
to modern computers, functionally speaking. It had a memory which stored
numbers. It had an arithmetic unit; input of data and program
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information was from punched cards. Output was by printing or punched
cards. This machine could add, subtract, multiply, and divide.

In 1842, Ada Agusta, Countess Lovelace (the daughter of the poet,
Lord Byron), translated an article by Charles Babbage which described
the Analytical Engine. He thanked her for the translation and suggested
she do some original work in the area of computational machines. The
Countess repliad that this had not occurred to her, but she set about
the task, nonetheless. She began adding notes to the translated article.
Her notes mention non-numerical computations such as the composing of
complex and "scientific" pieces of music. The Countess Lovelace also
noted that the machine could not "originate" anything, that it could
only do what "we knov how to order it to perforw."

The next important step in the use of punched cards for computing
machines vas done by Herman Hollerith. He worked for the U.S. Census
Bureau. Hollerith examined the automatic looms developed in France. He
used the same idea of punched cards to develop a machine that would
record, compile and tabulate census information recorded on those cards.
It took seven and one-half years to tabulate the U.S. census of 1880,
Hollerith's punch-card mechanical computer did the 1890 census
tabulation in only two years. Quite an improvement!

The 1930's brought great improvements in computing machines.
Scientists at Bell Telephone Laboratories and Harvard University worked
independently on designs for digital computers. Developments were also
‘being carried on in Europe. In 1939, Howard Aiken of Harvard University
was able to interest IBM in his plan. Five years later, IBM announced to
the public a new machine, the Mark I. It was an automatic sequence
controlled calculator. Aiken called his machine "Babbage's dream come

true.” Other sophisticated mechanical computers rapidly followed.
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The beginning of modern electronic computers started with the
development of the Electronic Numerical Integrator and Computer, known
by its nickname "ENIAC." It was developed at the University of
Pennsylvania during 1943-46. The people on the ENIAC project worked
enthusiastically with the Armed Forces. The U.S. vas deeply involved in
World War Il and there was a need to provide firing tables for new
veapons. This was to be ENIAC's first task. This huge machine needed
18,000 vacuum tubes in order to function. But some things about this
computers vere similar to the automatic looms built in France in the
1700's. ENIAC used punched cards for its programs.

By 1955, there were forty-four different companies or institutions
building computers. Today, there are more than 60,000 different types of
couliputers in use.

The computers of the 1950's were crude by today's standards. The
big difference is the transistor. It replaced the vacuum tube. The
transistor is very tiny, uses only a fraction of the electricity of a
vacuum tube and costs wuch, much less. ENIAC, with its 18,000 vacuum
tubes, filled a room the size of a basketball court. The early personal
computer which could sit on a desktop had a million transistors on a
chip one might lose betweern one's fingers if not careful! But electromic
technology did not stop with the transistor. Along came the
microprocessor chip that is so small it can fit through the eye of a
needle. It is these miniature intsgrated circuits that give name to the

new generation of small computers--the microcomputer or aicroprocessor.
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The Origins of the Microcomputer

The first microcomputer was designed by DataPoint, a company in San
Antonio, Texas. In 1969, Datapoint contracted with the Intel Corporation
and Texas Instruments to build a product Datapoint enginecrs had
designed. 1Intel succeeded in davcloping a ;inglc logic chip, but it
vorked ten times too slow. Datapoint did not buy the product. Intel
decided to market this elementary microcomputer anyway, calling it

Intel 8008. The microcomputer had arrived!
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Learuing Experience 3

How & Microcomputer Works

After completing this learning experience it is expected that the
student will:
1. Demonstrate a basic understanding of the hardware parts of a
microcomputer
2. Describe the digital processing of information by a micro-
computer
3. Explain the term "computer language" and describe the BASIC

language used by most microcomputers

In order to be called a microcomputer, a2 machine must have certain
basic equipment. These parts are called the "hardware" of the
microcomputer,

The Central Processing Unit (CPU). This is the heart of the

microcomputer. It is in the CPU that all calculations take place. This
.pltt of the CPU is called the arithmetic and logic unit. Another part of
the CPU is a unit called an " accumulator.” The accumulator is a
short-term memory bank where the microcomputer can store & number and
then add, subtract or compare other numbers to the one stored there.
Thers are other memory banks like the sccumulator which are usually

o1
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called "registers.” The more registers in a central processing umit the
more powarful it is. Computing can be done faster and more efficiently
vwhen there are lots of places to store numbers, at least temporarily.
Fioally, the central processing unit has a "comtrol unit."” The comtrol
unit directs the flov of data and instructions from one register to
another and to the arithmetic unit. The control unit is the traffic
asneger and switchboard of the microcomputer.

The Memory Banks. While the CPU is the heart of the micro-
computer, it really does not have much mesory. To correct this, two
kinds of memory are usually connected to the CPU. The microcomputer uses
many "programs" or sets of imstruction over amd over again. These
programs do not need to be changed and are built into the microcomputer.
Set prograss are stored in a core memory. A core memory is ome that will
not be erased vhen the microcosputer is turned off. These set memoriss
are stored in & memory bank called the “lead Only Memory" or ROM. The
central processing unit ‘can "read” these set programs; that is, it can
get information from the ROM. But the CPU cennot "write" anything in the
ROM. The CPU cennot add any nev information to the ROM. When the
microcomputer is turned off, the ROM circuits hold a magnetic charge.
None of the information stored there can be lost.

The information in the ROM is placed there by the manufacturer.
When the microcomputer is turned on, then the CPU begins to function.
First, it checks with ROM to find out what to do. ROM will tell the CPU
‘what to do. CPU will do its task and then check with ROM for further
instructions. ROM is progrsmmed to get the CPU working and to maintain
certain basic function throughout the time the microcomputer is in use.

The second type of memory used by the CPU is known as a Random

Access Memory or RAM. The CPU cannot only read what is written in the
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MM, but it can also "write” information iato the RAM. That is, mew
information can be sdded to the RAM. This type of memory cem be thought
of es a temporary holding spaca. One advsntage of the RAM memory is that
it is s0 comstructed that informatiom cas be retrieved in amy (rendom)
order, without goisg through intersediste information. This helps to
uske the RAM fast sad efficient. But the RAM has ome giant dravbeck.
While nev information can de added to the RAM, nothing stays in Rem for
very long { unless one never turans off the microcomputer!). When the
slectric current is turned off for the microcomputer, then RAM goes
blank. When & humsn being eaters informstiom into a microcomputer, then
that infcrmation goes to the RAM. Tura off the microcomputer and the RAM
becomes a blanl slate!

Infornation $torage Information that ome puts into the Read Only
Memory is ususlly something one waats to save. Where to put this
infozmation before turaing off the microcomputer? The information in the
RAM can ba stored either on tapee or discs. These are magnetic media.
The electric curreat from the microcomputer is seat to a tape or disc
vhere it is coaverted into a magnetic field. Because the storage is done
magnetically, anything which produces a magnetic field of its own cen
seriously affect what is stored on the magnetic tape or disc. For this
reason, never use the microcomputer around any applicnce which has an
«lectric motor. And do mot store discs and tapes where electric moto:s
operate. For example, a friend of the suthor once produced dy cosputer
-all of the sound effects for a community theatre production of Draculs
and stored them on sagnetic tape. Unknown to him, & repair crew outside
his trailer had been resurfacing the roadway. The machine that heated
the tar was run by a strong electric motor vhich set up & magnetic
field. On the opening night of the play, the magnetic tape was found to
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be blank. Im order to have sound effects for the play, this author spesnt
the opening night of the play backstege howling like a werewolf!

S0, remember that sicrocomputer isformatiom is stored om magnetic media

vhich sust be carefully handled aad protected from smy source that might
mistekenly erase it.

The tapes used by some microcomputers are the standard type of
cassettes that ere used in tape recorders and some stireo equipment. The
disns arc either 5 1/4~ or 8-inches in dismeter. They sre nothing more
than & circle of the seme material that the tape in & cartette is made
of. It is a piece of plastic covered with iron oxide, or rust. The disca
are knows as floppy discs, diskettes, or minidiace. 1In this dook, the
word diskette vill de uae throughout. The diskette is enclosed in a
cerdboard cover to protect it from dust, the oil and sweat on human
fingers, and misplaced, half~ecaten lollipops. Pigure 1 is an
illustration of the typical diskette.

The diskette fits into a disc drive. The microcomputer that uses
diskettes may have one or tvo disc drives vhich may either de built in
to the microcomputer or be separate piecss of equipment. Additionsl disc
drives cen ususlly be added. It is prefersble to begin with &
msicrocomputer system that has two disc drives. The reascns for this will
become appsrent in later chapters of this student manual.

Input and Output. The microcomputer has its own unique language. It
is not necessary to learn this langusge to be an effective “user" of o
microcomputer. The langusges used by microcomputers are quite foreign to
sost humans, but they sllow the microcomputer to vork at extresely high
speeds. What is needed is an input device that has symbols humans are
familiar vith—like numbers, alphabet letters and punctustion symdbols.

Each microcomputer has such an input device. It is called a keyboard.
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THE MICROCOMPUTER DISKETTE

Figure 1




The keyboard is set up much like the keyboard of a typevwriter with a few
special keys. When a word is typed into a microcomputer using the
keyboard that word must be converted into a signal the microcomputer can
recognize and use. This is done with an "interface circuit” which
translates the keystrokes of the user into an electrical signal which
the microcomputer recognizes. Each key on the keyboard has its
counterpart in the language being used by the microcomputer.
Some of the large computers still use the punched card or punched tape
as the input device.

Most of the time, when one is using a microcomputer, there will be
a need for a "hard copy" of what has been entered into the micro-
computer. For this to occur, the information stored in the RAM must be
in a form that can be used by an output device such as a printer. The
microcomputer is pumping out data at a rate no printer could possibly
handle. The printer must have a tzpecial microchip conversion circuit.
This conversion circuit is called a Universal Asynchronous Receiver-
Transmitter. Its nickname is UART. A UART is built into most
microcomputers and every input and output device as well. The
microcomputer is connected to the UART in the printer by a series of
wires that looks like a plastic ritbon. The UART stores the information
it gets from the computer and adds a start signal, a checking signal and
a stop signal. The UART circuit controls the speed with which the
printer can print a copy of the information onto paper. The most popular
‘speed that UARTs send information to a printer is 30 characters per
second. This amounts to 300 five-letter words plus a space per minute.
Just try to type that fast!

Microcomputers use one of three types of printers. Oune is called a

"daisy wheel" printer. The printing characters are on plastic spokes
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vhich radiate out from a central hub. Hence the name "daisy wheel," for
the whole thing looks like a plastic daisy. The maximum speed of a daisy
wheel printer is about 60 characters a second. Try to type that fast!
This student manual was produced in hard copy form using a Radio Shack
TRS-80 Daisy Wheel Printer 1I.

Another type of microcomputer printer is the thermal printer. It
does not need any mechanical motion like the daisy wheel printer.

The thermal printer does not use a ribbon. The printer uses a specially
prepared paper. When the paper is heated, the white coating changes to
black. The printer carriage aims a small bundle of very thin wires at
the paper. When an electric current flows between the wire end and the
platen, then a dot pattern is created on the paper. The more wires on
the carriage, the better the quality of the printed character. One
advantage of the thermal printer is that it is quiet because nothing
strikes the paper. Also, the thermal printer can print faster than a
daisy wvheel printer. The thermal printer can print up to 120 characters
per second!

A third type of printer is similar to the thermal printer in that
is produces characters on the page using & series of dots. And like the
daisy wheel printer, the '"dot matrix" printer uses & ribbon. The dot
matrix printer does not need special paper and is usually the least
expensive printer to operate.

The Display Device While one is entering information ianto a

-microcomputer it is a good idea to be able to see what is happening. The
microcomputer Las a display device that allows just that. The most
popular display device is & cathode ray tube or CRT for short. It is
just like the picture tube of a television set. The CRT is an enclosed
glass bottle with a flat face which is the screen of the tube. There 1is
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no air in the tube. The tube narrows down to a glass pipe. At the end of
the glass pipe is a filament which heats the cathode. The cathode is an
electronic gun. It shoots out a controlled stream of electrons which is
directed at the flat screen part of the tube. The inner surface of the
screen is coated with a'phosphor. This substance glows brightly when
struck by the electrons. This beam of electrons makes a sweep across the
entire face of the screen every 1/30th of a second. That keeps the image
on the screen.

There are two limitations to the CRT display. It does not give a
petnane;t copy of what is displayed. Secondly, there is a limit to how
much can be viewed at any one time.

There are three ways to get a cathode ray tube display for a
microcomputer. In may come as a built-in part of the microcomputer. If
the CRT is built-in, then it provides the maximum number of characters
that can be displayed on the screen. This is 80 characters to a line
with a maximum of 24 lines. Some display circuits have a memory larger
than this. To view the entire display, one would need to scroll (using
the arrow keys on the keyboard). The scrolling can be done to the right,
left, up or down. Another way to get a CRT display is to buy a separate
monitor which looks very much like & talevision set, but it is not. The
TV picks up radio waves; the microcomputer monitor uses a video signal
and cannot be used as a TV. The third way to get a CRT is to use a

regular television set. To use a regular TV as the display device, the

.microcomputer must have the appropriate modulator circuitry to produce a

video signal. This is the least satisfactory way to get a visual display
because most TV sets do not reproduce the tiny dots of the alphabetical
characters very well. The image on the screen may be blurred. The entire

image may shimmer or vibrate as outside signals interfere. When
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purchasing a microcomputer, take into account the importance of the
video display. A poor visual image will make the microcomputer much less
enjoyable to use.
-

Sumsary These, then, are the hardware pieces that make up the usual
microcomputer system. Different manufacturers package the hardware
differently. Complete microcomputer systems, usually labeled the home
computer, can sell for as little at $1250.00. Do not confuse these with
the type of microcomputer needed for a small business. A good small
business microcomputer system may cost as much as $5000.00 for the

hardware alone. But it will quickly pay for itself.

How a Microcomputer Computes Everything that happens inside of the

microcomputer uses numbers. But only two numbers are used--1 and 0. A
"digital computer" has only ome finger to count on. Perhaps that is why
it is called a digital computer. Mostly, we humans use the decimal
system which has ten numbers--0 1 2 3 4 5 6 7 8 9. This is called the
"base-ten" system because ten different numbers are used. (yes, 0 is a
number!) But the microcomputer uses a base-two number system. Why this
is 30 will become clear a little later on in this chapter.

First of all, it is important to know the difference between a
"digit" and a "number." A digit is a particular number in a particular
place. In the base-ten system, there is a units digit, a tens digit, a
hundreds digit, and so forth. The binary or base-two system has a units
digit, a twos digit, a 22 or a fours digit, a 23 or a eights digit, and
"s0 forth. The table printed on the next page shows the base-ten and the

base-two number systems for the numbers one through ten.
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COMPARISON OF BASE-TEN AND BASE TWO NUMBER SYSTEMS

BASE TEN BASE TWO

0 0

1 1

2 10  Read
3 11  Read
4 100 Read
b 101  Read
6 110 Read
7 111  Read
8 1000 Read
9 ' 1001 Read
10 1010 Read

The base-ten, or decimal

coluan, a hundreds, column,

ten.

as "no ones and one two."

as "one one and one two."

as "no ones, no twos and one 22."

as '"one one, no twos and one

as "no one, one two,gnd one

22."
2.n

as "one one, one two, and one 22."

as "no ones, twos and fours and one 23."

as "one one, no twos and fours and one 23w

as "no ones,one two, no fours and one 23."

and so forth.

numbering system has a ones column, a tens

Each column is a multiple of

The base-two, or binary numbering system has a ones column, a twos

column, a fours column, an eights column, a sixteens column, and so

forth. Each column is a multiple of two. Keeping this in mind, what

base-ten number is represented by the base-two numbers given below:

10001
1011

1111
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The binary digit-~a 1 or a 0—is called a "bit." The microcomputer
can store bits, count with bits and control operations with bits. (By
the way, the word "bit" is a contraction of the term "binary digit.")
Every time a microcomputer user hits a keystroke, whether it be an
alphabet letter, number or speciil symbol such as "*.," the microcomputer
converts the keystroke into a binary number. A special group of binary
numbers is used for this conversion. The most common conversion code is
the American Standard Code for 'Information Exchange. Its nickname is
ASCII which is promounced "askey.” ASCII uses 128 binary numbers seven
bits long to represent the numerals 0 to 9, the alphabet characters in
upper and lower case and thirty-two printable characters such as + # &
and *,

Printed bilov are some of the binary numbers used to represent the

keyboard characters:

1000001 A
1100100 d
0100001 !
olliollo 6
0llllll ?
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The binary digit--a 1 or a 0-—is called a "bit." The microcomputer
can store bits, count with bits and control operations with bits. (By
the way, the word "bit" is a contraction of the term "binary digit.")
Every time a microcomputer user hits a keystroke, whether it be an
alphabet letter, number or special symbol such as "*," the microcomputer
converts the keystroke into a binacy nuamber. A special group of binary
numbers is used for this conversion. The most common conversion code is
the American Standard Code for Information Exchange. Its nickname is
ASCII vhich is pronounced "askey." ASCII uses 128 binary numbers seven
bits long to represent the numerals 0 to 9, the alphabet characters in
upper and lover case and thirty-two printable characters such as + # &
and %,

Printed below are some of the binary numbers used to represent the

keyboard characters:

1000001 A
1100100 d
0100001 !
ollollo 6
0111111 ?

Suppose one is using a word processing program and types into the
microcomputer the phrase, ''National Association for the Education of
Young Children." Printed below is what actually '"goes into" the

microcomputer:

0100010 1001110 1100001 1110100 1101001 1101111 1101110 1100001 1101100
" N a t i o n a 1
0100000 1000001 1110011 1110011 1101111 1100011 1101001 1100001 1110100
space A s s o ¢ i a t
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1101001 1101111 1101110 0100000 1100110 1101111 1110010 0100000 1110100
i 0 n space £ o r space t
and so forth, and ¢o on, and on, and on. All the microcomputer can desl

with is binary digits. When & human being touches the keyboard of a
microcomputer and begins to type, the interface circuit transforms the
keystroke into a binary digit. This is why the aicrocomputer is called a
"uumber cruncher," for all it can actually deal with is numbers. And
only two numbers at that! Everything the microcomputer does, it does
wvith two digits.

Why does the microcomputer use the binary number system? Remember
that the microcomputer is an electronic device and its energy source is
electricity. As far as the tiny circuits inside the microcomputer are
concerned, this electricity has only two states. The electricity is
either "on" or "off." 1f the electricity is "on,'then the microcomputer
records or reads the number 1. If the electricity is "off," then the
microcomputer reads or records this as a 0. The microcomputer does all
of this "on and off" stuff at amazing speeds.

Remember that each digit is a "bit." Microcomputers are usually built
to vork on eight bits at a time. Eight bits is called a "byte." (Some
microcomputers use a 4-bit unit. This smaller 4-bit umit is called a
"nibble.")

One important fact to know before buying a microcomputer is "how
large is the microcomputer's memory?" Another way of saying the same
thing is to ask, '"How many bytes of memory does a particular
-microcomputer have?" The letter "K" which stands for "kilo" is used to
express the number of bytes in a microcomputer's memory. 1K stands for
1,240 bytes of memory. This, then, is one "kilobyte" of memory. If a
particular microcomputer has 16K of memory, then it has 16 times 1,240
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or 20,440 bytes of memory. For small business purposes, one probably
wants to gel & microcomputer that has 64K of -enéty. More than that one
probably wouldn't want to remember!

The microcomputer deals with various units of memory. The smullest is
the bit, followed by the byte. The largest unit of vemory is called a
file. A file cac be a data base or a subset of a data base. The file is
divided into records. All the data associated with one entry in the file
is called a record. The record can be divided into subparts. A field is
a subdivision of a record in a data file. So, the memory sizes are: bit,
byte, field, record and file.

Computer Languages

Microcomputer "users" are people who can load into a microcomputer's
memory a program (called software) and follow the instructions of the
program. These program instructions include "menus.”" A wmenu is a list of
selections written in standard English. The instructions may also
include "prompts.”" A prowpt appears within a program when a choice must
be made in entering new information into the microcomputer.
Hictocompu;er users do not need to know how to write programs in order
to competently use the system. Computer "programmers" write the software
programs for the "users." The programmers must know how to speak the
microcomputer's language. These people write long, long lists of
statements that tell the microcomputer what to do, what to do next, when
to go back and do something again, and when to stop doing amnything at
all! These are program statements.

One of the most videly used computer languages is called BASIC. This
language was developed by John Kemeny and Thomas Kuntz at Dartmouth
College. When writing in BASIC, each program statement begins with a
numbered line followed by the language statement. The computer examines
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each line, translates it into machine langusge, and executes the
instructions immediately. Thus, a "program” consists of a set of
instructions or statements in line-numbered sequence. There are several

versions of BASIC currently available for microcomputers. The

differences depend on the smount of memory available and the design of

the microcomputer itself. When one purchases a microcomputer, the
manufacturer usually includes a simple manual for learning that
micrccomputer's built-in language. And it will usually be some "dialect"
of BASIC.

There are many other computer languages. Most are designed for
special functions, such as FORTRAN. This language was designed for use
by scientists and engineers. Another computer language is COBOL which is
the nickname for COmmon Business Oriented Language. As its name
suggests, COBOL is a computer language designed for the business
community. A fairly new computer language is named PASCAL and is used by
sone microcomputers.

1f one has a logical mind ‘(or wishes to develop one), then it is
possible to write programs for the microcomputer as well as use
pre-packaged software. Again, it is possible to get a full range of
services from a microcomputer by using prepared software and never

becoming a computer programmer!
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Learning Experience &

Getting Started with the Microcomputer

After completing this learning experience, the student will be
adble to:
1. Describe the steps necessary to "power up" the microcom=
puter system
2. Explain vhat is meant by "booting" the system
3. Format a diskette

4. Make a "backup" of a diskette

Introduction

So far, the first two chapters of this resource guide were
developed to assist the student to understand some basic facts about
microcomputers and to "demystify" the machine. The value of the
microcomputer in child care adainistration was also addressed. With this
learning experience, begins the "hands on" portion of the book.
Remember, learning to use a microcomputer effeciently is a challenge,but
.cettainly a rewarding one. The authors of this resource guide have
designed to remainder of the material to be a step-by-step guide.
Hopefully, no one will get lost.

POWER UP AND POWER DOWN

"Power up" and "pover down" are computer jargon for simply turning
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ou snd turning off the microcomputer. Moet electrical machines csn just
be plugged into the wall socket and turned om. With the microcomputer,
hovever, it is importsat to follow s simple series of steps to make sure
thst & pover surge does sot go through the microcomputer aad that no
previously recorded dats is lost.

Begin the "powver up" sequence by checking that the disk drives sre
empty. Otherwise, the diskettes may be either damuged or erased. Be sure
thst sll of the "periphersls” asre turned off. A "peripherisl” is any
piece of equipment used with the microcomputer thst is comnected to it,
but hss its own oa~uff switch. It sounds rather redundant, dut quite
importsat, to mske sure that every piece of equipment is turued off
before turning anything on. If ose is goiag to use any pariphersls, such
8s extrs disk drives or a printer, these should de turned on first. Thea
turn on the microcomputer itself. It may then be necessary to sdjust the
brightness of the screen. Check with the instructor to find the
sppropriste svitches om all peripherals aand the microcomputer.

When the microcomputer is first turned on, the disk drives will hum
for s short while and & light on one of the drives will come on. Wait
until the humming stops snd the light goes off defore doing anythiug
else. (By the way, the light thst comes on is cslled the "drive select
lighe.")

When everything is quiet it is time to insert the program diskette
sad the dsts diskette. If the maicrocomputer hss two disk drives, they
will be numbered either "0" gnd "1" or else "1" snd "2". Check with the
instructor to determine which is the disk drive for the program diskette
snd vhich is for the dsts diskette. Open the drive doors csrefully and
insert the program snd dsts diskettes into the proper drives. Slide the
diskettes into the drive opening carefully. A small "click" can be hesrd
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vhen the diskette is fully inserted; thea cloee the drive door.

When both d ekettes heve been properly inserted into the disk drives,
then press the "reset” button. The microcomputer will hum, lights will
flesh on and off sad e diepley will come on to the screen.

The computer is mow ready to eccept date. Ueuelly, the first peice of
information thet the microcomputer wants to know is the dats. There will
be ¢ prompt to indicete the form of the date that ie to be entered. It
might eppeer es this: Eater Date (MM/DD/YY)? This form MUST de followed
exectly es requested. If the deste is August 3, 1984, then one would
enter: 08/03/84. 1f oae entered 8/3/84, then the microcomputer would
merely esk for the dete egein! And it will keep asking for the date
until the user gets it correct. Rememder, the computer is 'progrsmmed"
to eccept information and will not very from its programs.

Once oune hes gotten pest the first hurdle of entering the date, the
microcomputer will usuelly esk for the time. The prompt will reed
something like: Enter Time (HH/MM/SS). One need not respond to this
prompt, however. HNare, the sicrocomputer has been programmed to either
accept a correct entry of time or no entry at ell. Merely press ENTER
and the time prompt can be bypessed. There will be more humming and
lights flashing. Then finally, the microcosputer will respond with e
prompt to indicate that it is READY to accept e progras.

Every program has a unique name that must be entered when the
microcomputer is ai the READY prompt. PFor example, if one is using the
_word processing program for the Radio Shack TRS80 Model 4 Microcomputer,
then the word "SCRIPSIT" would be entered at the READY prompt. At this
point, the program disk drive will light up and there will be some more
husming. NEVER ATTEMPT TO REMOVE A DISKETTE WHEN A LIGHT IS ON.
Attempting to remove a diskette vhen the light is on may damage the
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diskette, as well as the recording head of the disk drive itself. So
just don't do it.

When the red light goes off, the the microcomputer has loaded the
program into its memory and the program menu will appear on the screenm.
The menu is a series of selections from which the user can decide what
to do next. At this point, the system is "powered up” and operating!

Every prepared program has a series of steps of "exit" or "quit"
that program. When these steps have been followed, then it is time to
"power down"‘the system. That is, its time to shut the microcomputer
off! Again, one should follow the prescribed steps in the appropriate
order. When one '"quits" a program, there will again be the humming,
whirring, and flashing lights. When the lights are off and the humming
stops, then the diskettes can be removed from the disk drives. Remove
them as carefully as they were inserted. Then close the disk drive
doors. Turn off the microcomputer first, then turn off any peripherals.

The only thing left inside the microcomputer will be the Read Only
Memory (the one that stays there always and was put ther by the
manufacturer). The program will be on the program diskette and the user
generated data will be on the data diskette. The microcomputer silently
waits for another "power up."

Formatting a Diskette

One way that Radio Shack, Apple Ile, and IBM PC microcomputers are
different is in the "disk operating system" which is employed. This is
why a diskette designed to be used on an Apple Ile will just not work on
a Radio Shack microcomputer. All of the microcomputers might take
diskettes that are 5 1/4 inches in diameter. But a new, blank diskette
is just that. It is blank and it will not work in any microcomputer
until it has been formatted. Each microcomputer manufacturer has
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developed a disk operating system that is unique. Before a blank
diskette can be used with a particular microcomputer, it must have
written onto it the unique operating instructions of the system being
used. Writing this information onto a blank diskette is called
"formatting” the diskette. A word processing program written for the
Apple Ile, such as the Bank Street word processing program just will not
vork on a Radio Shack TRS80 Model 4 microcomputer. They do not have the
same disk operating system.

To use 2 new, blank diskette, then, it must be formatted. Check
with the instructor for a handout for formatting a diskette for the
microcomputer being used. Format a blank diskette and let the instructor
see the CRT display at the end of the process to check the resulct.

Diskettes that have been previously used can be formatted. When doing
this, the microcomputer will usually display a prompt to tell the user
that there is information on the diskette and ask if one still wishes to
format. Answering "yes" will start the formatting process.

When formatting any diskette, the microcomputer will usually display
several prompts. One of these will be to ask for a name for the
diskette. Check with the inatructor to find out if there are any
limitationa to naming a diskette. The next prompt will probably ask for
a "passvord." At this point it is pcssible to use a system passvord,
that is, a general password known to aayone who is familiar with the
microcomputer being used. However, the user can create & password known
to no one else. This makes it impossible for anyone else to access the

"information on that diskette unless the password is known. If special
passwords are used, be sure to remember them. Otherwise, no one can get

into the diskette to use the data stored there!
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How to Make a Backup of a Diskette Microcomputer software is

rather expensive and needs to be carefully used. The first thing one
should do with any program diskette is to prepare a backup of that
program. The original diskette should be properly stored and used only
to prepare working coples of the program.

Each microcomputer system will have a different method for
preparing a backup diskette. Check with the instructor or the program
manual to discover the process for creating a backup diskette for the
system being used. In preparing a backup diskette, it is necessary to
have a formatted blank diskette in one disk drive and the program to be
backed up in the other disk drive. When these two diskettes have been
appropriately placed into the disk drives, then a special prompt word is
keyed into the microcomputer when the screen indicates that the
microcomputer is ready to receive information. For example, when using
the Radio Shack TRS 80 model IIX or 4, the command to begin the backup
process is to key in the word BACKUP. The screen will then reques’ the
SOURCE drive number. This is the drive that contains the program one
wishes to backup. When that is entered, the prompt requesting the
DESTINATION drive number will appear on the screen. Finally, a prompt
will appear asking for the password. Usually, the microcomputer
manufacturer will prepare a general password. Radio Shack uses the word
"password” as the password. Not very original, but very, very easy to
remember. At this point, unless the destination diskette contains data,
the backup will begin.

If the destination diskette contains data, a new prompt will appear
on the screen. This prompt will remind the microcomputer user that there
1s data on the diskette and ask whether the diskette is to be used for
the backup or not. Oune might also get a prompt asking whether or not one
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vants to reformat the diskette. Unless the diskette has been recently
formatted, it is a good idea to re-format the diskette just in case
something has happened and some of the diskette is not useable by the
microcomputer. This process takes very little time and is worth the
effort.

While the backup diskette is being prepared by the microcomputer,
some information may appear on the screen. This is for two reasons.
First, so that the user will know that the microcomputer is busy and
does not want to be disturbed with any new information until the backup
task is complete and second, so that if any of the portions of the
diskette a’e unuseable, the diskette can be discarded and a new backup
procedure can be executed.

To complete this exercise, make a backup of a program diskette and

turn it in to the instructor for evaluation.
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Chapter III

Word Processing for Child Care Administrators

Purpose:

The purpose of this chapter is to teach the utilization of word
processing on the microcomputer for child care administrators. The
students enrolled in the class will use the microcomputer word
processing program available to them in completing learning experiences
in this text.

Instructions specific to the utilization of the microcomputer used
in the pilot project are included in the instructor's manual. (Version
03 of "SuperScripsit” for the TRS-80 Model III and 4 was used.)
Objectives: After completion of this chapter, it is expected that the
student will:

1. Tell what word processing is and explain how it can be used
by child care administrators.

2. Tell how word processing can be used in the student's
individual child care situation.

3. Explain the terminology that applies to word processing on the
microcomputer in a general sense and the terminology for the
specific program being utilized.

4. Use the word processing program on the available microcomputer
to complete learning experiences as assigned by individual

instructors.

Stu-III-1

76




5. Edit the information in documents to coincide with a variety of
requirements of the learning experiences covered.
6. Develop a plan to teach others in the child care setting how

to use the word processing program.

Notes:
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LEl - Pretest covering word processing (LE1/PRETEST)

Learning Experience 1

Pretest on Word Processing Using the Microcomputer

ek hkh ik

The student will:
Answer the following questions before studying the material in this
chapter. 1f you do not know the answer simply write "don't know."

Please use ink.

Tk kit

1. Explain in your own words what is meant by "word processing".

2. Why do you think word processing is the most utilized microcomputer

program today?

3. When purchasing a microcomputer, what do you need to look for as

far as word processing is concerned?

4. List the seven work flow steps of word processing and briefly

tell what each one does.

5. What does "scrolling" mean?
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10.

11.

12.

13.

14.

15.

What is "wrap around"?

What is a proofread program?

What is the maximum number of characters that can be used in
naming a document? What type of characters does the

first one have to be?

If the name of a previously created document is forgotten, how can

the name be found to access it on the diskette?

What is a "cursor"?

What is a "ghost cursor"?

What does "centering'" mean?

What is a "global search"?

What is a "menu"?

What do you wish to gain from learning word processing?

(The other side of the page may be used to answer this question.)
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Learning Experience 2

An Introduction to Word Processing on the Microcomputer

ikttt hkhkk

The student will:

1. Read the following material regarding the use of the word processing
program with the microcomputer and be prepared to discuss it in
class.

2. Read the supplementary readings listed at the end of the learning
experience as assigned.

fededed b ik e
Introduction
Word processing is one of the most popular applications for micro-
computers and 1is ofgen the first software acquired by the new micro-
co;putet owner. In a recent survey of microcomputer owners, wor& proces—
sing was the single most consequential computer application. It was also
the one with which users were most satisfied. (Consumer Report, Feb.

84). Everyone uses some form of written communication, and the micro-

computer makes it eusier to compose and print a document. Child care

administrators are no exception. The microcomputer can assist in admini-
strative functions and facilitate the creation of the many documents
used by the center. With the microcomputer, the document can be composed
on the screen, proofread, a first draft printed at amazing speed, the
document edited and revised with very little effort, and a top quality

printed document produced. The document is electronically filed on a

diskette and may be recalled for additional copies or revision at a

later day.
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What 1s Word Processing?

Word processing is the lanifulation o” processing of words in any
fashion whether it be auditorily, with pen or pencil on paper, on a
typevriter, or on a computer. According to Peter McWRilliams, the
processing of words takes place in the mind. He says, "From the word's
in one's vocabulary, one selects a cluxp of them that best fits the idea
at hand. Then, by a gradual process - known as polishing in sculpture
and editing in writing - the excess is removed and the final work stands
alone" (McWilliams 1982).

What is Word Processing on a Microcomputer?

Word processing on the microcomputer is manipulating words on a
special program designed for a specific microcomputer. Each bdbrand of
wicrocomputer on the market has its on word processing program with its
own unique features.

Word processing includes putting words on the microcomputer,
reorganizing them and sending the written word printing electronically.
Entering the data (keying it on a keyboard to a diskette) is called
input. Data can be entered very rapidly. The microcomputer simplifies
the process of document preparation by permitting the user to msnipulate
information in ways that cannot be done at the typewriter.

Available on almost all word processing programs is the ability
known as ''wrap around”. When the end of a line is reached, the next word
is automatically placed on the next line. There is no need to return a
carriage or pause to hyphenate at the end of the line, to start over if
a8 yord or sentence needs to be inserted, or move a paragraph from one
part of the document to another. With a simple command, the mizro-
computer will do these tasks and immediately display the results.

These features greatly speeds up typing.
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The need to throw avay pages and retype, €o correct errors or make

changes is eliminated. With word processing, errors are corrected before -

they are comitted to paper. The rest of the document adjusts itself to
any changes in the typed line. Si-iilrly. vords yentences or paragraphs
can be added, deleted or moved wvithout atarting over or doing extensive
retyping. The microcomputer can orgsnize, search and manipulate infor-
sstion and then file it in an orderly way (Consumer Report, September
1983).

A microcomputer programmed to perform word processing has the
capacity to greatly increase the productivity of child care personnel.
Time spent on routine office procedures is reduced. Staff will de free
to do more vith and for the children.

Supplementary Readings:

l. "“Computers - Should You Take One Into Your Home?" Cossumer Reports
48, no. 3 (September 1983): 461-488. )

2. "Home Computers for Word Processing." Conaumer Reports 49, no. 2
(February 1984): 82:-97.

3. Megna, R.J. "Computer Basics for Nonprofit Organizations." The
Crantsmanship Center News (July/August 1983): 15 - 29,

4. McWillisms, P.A. The Personal Computer Book: Los Angeles, Calif:
Prelude Press, 1982: 10! - 109.

5. Radio Shack, SuperScripsit Reference Marual: Fort Worth, Texas: Tandy

Corporation, 1932,

6. Ziajka, A. "Microcomputers in Early Childhood Education? A First
Look." Young Childrean 38, no. 5 (July 1984): 61-67.
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Learning Experiences 3

Word Processing Applications in the Child Care Situation

Jokedededkedede ke d e

The student will:
l. Read the following list of possible uses of the word processing

program on a microcomputer for child care.

2. Think through one's own child care center operations and add other
applications to the list.
hhkAhkhdhhii
The following are some possible applications of word processing using
the microcomputer in the child care profession:
* Correspondence * Manuals/handbooks for parents and staff
* Children records * Training materials
* Staff records * Lesson plans
* Reports * Menu writing and changes
* Form letters * Recipes
Add your suggestions here:
*
*
5 ,.
*
| :
*
| .
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Learning Experience 4

Analyzing Word Processing Needs in the Child Care Setting

Yook v Aevie o e vl e e

The student will:

1. Read and be prepared to discuss the following materials on analyzing
word processing needs in the child care center.
Investigate the software currently available for use in the child
care center. Take an inventory of what is available and what will be
needed to efficiently use word processing as described in these
learning experiences.

If no word processing program is available at the child care

center, but a microcomputer is being used for other purposes,

investigate the possibility of using word processing on the
available hardware. (HINT : Is a microcomputer being used for
bookkeeping?)

If there is no microcomputer available at the child care center, go
to several microcomputer vendors and find out what software would be
needed to meet word processing requirements. Find out if anything is
available specifically for child day care utilization.

Write a report on the findings.

ede e e e e e dede e

Word Processing Requirements

To fully utilize word processing in the child care setting, the
following are suggested:
¢ Microcomputer with at least one disk drive (2 are recoumended)

Printer




e Ribbons for printer

e Print wheels if necessary to use printer

e Word processing program

s  Proof reading program (ele;tronic dictionary)
e Floppy diskettes

e  Paper for printer

Purchasing the Word Processing Program

Word processing is one of the programs that should be considered

first vwhen purchasing a microcomputer. Before buying hardware, find out
P

P

the capabilitie{_ggthe microcomputer as applied to word processing.
Before investing in a microcomputer, it is important to know what the
microcomputer will do with regard to the software programs to be used
most frequently. There are some variances in what microcomputers will do
as far as word processing is concerned. Read the articles ass{gneq in
Chapter II and shop around. Negotiate for a word processing program
containing as many features as possible for the money to be spent.
Ask the salesperson about:

1. Amount of storage available

2. Number of disk drives and the possibility of expansion

3. width of the screen

4. Proofreading program (dictionary) availabilicy

5. "Block" manipulation possibilities

6. Merging capabilities

7. Integration with other programs

8. Printer compatibilicy

9. Assistance and training available

10. Educational discounts
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Storage Available - 48K is recommended for word processing; 64K or

more is better. (Refer to Chapter I for an explanation of "K").
Disk Drives - To utilize a word processing program efficiently, a
microcomputer should have at least two disk drives. Word processing
can be done with one, but electronic proofreading and efficiently
managing files requires two drives.

Screen Width - Being able to see 80 or more characters on the

screen at one time without scrolling saves time when using the word

processing program and makes entering data easier.

Proofreading Program - If the word processing program has an

electronic dictionary available, editing documents will be much
easier. The document can be checked electronically against the
dictionary which will point out misspelled words. Some proofreading
programs will also indicate grammatical errors.

Block Manipulation - Moving parts of a document from one place to

another, adjusting material, hyphenating, changing line spacing
and deleting sections are frequently used functions. A block action
feature is very desirable in the word processing program.

Merging Capabilities - It is convenient for the microcomputer to

merge existing documents with other documents. For example a form
letter might be merged with a mailing list. The inside acdress,
salutation and designated reference words can be changed
automatically without retyping the letter.

Integration with Other Programs - Some computers have the

capability of integrating programs. Possibilities include
integrating a file management document with a word processing

document. This feature permits one to produce form letters, labels

Stu-III-11




and other documents which require the merging of two programs. If a
spreadsheet can be merged with the word processing system,
calculations can be done automatically on items such as quantity

and price changes in menu plranning.

8. Printer Compatibility - To utilize word processing a printer is

necessary. A letter ready daisy wheel printer has some advantages
in that the finished product looks more like a typewritten copy. 1If
professional quality correspondence is your primary goal, a daisy
wheel printer will probably be your best buy. However, a dot matrix
printer may meet your needs. High quality copy can be obtained if
the printer has the capability of placing the dots very close
together. Dot matrix printers are cheaper to purchase and permit
the use of graphics. More changes in the size of print and the
number of characters to an inch can also be done with a dot matrix
printer. A further discussion of printers can be found in Chapter I.

9. Assistance and Training - A reputable vendor will be available to

ansver questions after purchase, inform you when "patches" come out
and return your telephone calls. Training might also be available.
Negotiating for these is worth the effort.

10. Educational Discounts - Frequently schools, service centers, and

nonprofit organizations can obtain educational discounts. Check

these out before you purchase a program.

Stu—-III-12
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Learning Experience 5

Cetting Ready to Use the Word Processing Program

ShhRhh ik .

The student will:
l. Become reacquainted with the microcomputer
2. Make a backup of the word processing program and file the original,

3. Format a data diskette.

TRk hhhhh

Becoming Reacquainted with the Microcomputer

Take some time to become familiar with the microcomputer. Each
microcomputer is different and has its very own unique qualities. Study
the screen, the disk drives, the keyboard and the printer. Read the
reference manual or handouts from the instructor to find out more about
the qualities of the microcomputer b;ing used. Review the material' on
microcomputers in Chapter II.

Turn on the Microcomputer

With nothing in the disk drives turn on the microcomputer. Refer
to Chapter II, the reference manual being used, or ask the instructor
how this is done with the microcomputer being usad.

Make a "Backup" of the Word Processing Program

It is important that you have a "backup"” (a copy) of the word
processing program and of subsequent documents that are entered into the
microcomputer. The original word processing program is expensive and a
copy should be readily available in case all or part of the program is
destroyed or lost. The original diskette should be stored in in a safe

place, away from the microcomputer. Some original programs are

’ Stu-III-13
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“protected” and copies can not be made, or only a limited number of
copies can be made. This possibility needs to be checked with the
microcomputer dealer. In these cases, dealers will usually supply the
original purchaser with a copy of a qiskecce if one is accidentally
destroyed or lost.

It is possible to loose a program or a document due to an
electrical failure or break in the current. Also magnetic devices may
cause material to be lost. It is necessary to have a copy so that
material is not lost permanently. The most common wvay material is lost
1s operator error. On some microcomputers if you turn off the machine or
remove the diskette without leaving the program, material that has been
entered is lost. Other common reasons for losing materials are by
accidentally deleting material, entering improper commands and
"freezing" material. Consequently material should be writtenm into memory
and backups be made frequently.

To Make the Backup

l. Turn on the printer and the microcomputer as instructed.

2. TFollow the instructions carefully for making a backup.

3. Make a label for the backup. (See instructions on the care of
diskettes in Chapter II.)

4. Put the label on the backup.

5. Return the original of the word processing program to its envelope
and store it in a safe place.

Format a Data Diskette

It is suggested that data be typed on data diskettes rather than
on-'the program diskette. Since the program diskette contains all of the

commands for the microcomputer, it does not have much room left for new
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information. With two disk drives, new information can be written
directly to the data diskette and not be placed on the program diskette.
However, if the proofread program is to be utilized, the document will
have to be temporarily copied to the program diskette because the
program commands are necessary to use the proofread program. If a third
diskette drive is available, the document does not have to be copied on
to the program diskette.

When a diskette has been formatted, :t has been prepared to
receive information. Space is allocated on the diskette much like space
on a piece of paper used in a typewriter. If a new diskette is not
formatted, it cannot be used. With some microcomputers, diskettes are
automatically formatted when backups are made. With others, the user

must do the formatting.

Stu-III-15
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Learning Experience 6

Using A Word Processing Program

tohedrkkhkhhk

The student will:

l. Read the following material regarding the use of the word processing
program and be prepared to discuss it.

2. Read the material in the reference manual and/or handouts regarding che
particular word processing program being used.

3. Review the parts of the computer used in word processing and the
steps taken with reference to the progrim being used.

driedededede ke ke ke

l. Word processing using the microcomputer involves the following steps:

e Input
® Proofread
e Print First Draft

e Edit and Revise

e Finish
® Print
e File

A. Input - Input includes all the information entered on the
diskette. Input is putting materials "in". Formats such as mar-
gins, linespacing, lines per page, pitch and type of document
are all entered into the microcomputer. The document is then

typed using the microéomputer keyboard and recorded on a floppy

diskette. The keyboard is used like a typewriter. Some keys are
used for different purposes. A combinations of keys may do

different things. These key commands will be different for each
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microcomputer., Check with the reference manual or instructor for

specifics for the microcomputer you are using.

. B. Proofread -~ The document is viewed on the screen and is checked

for errors in spelling, grammar, construction etc. If you have a

proofread program, spelling can be checked electronically.

C. Print first draft - The document is printed for review. A copy
(called a hard copy) is made by entering a print command. Be sure
the printer is on and the paper is in the correct position before
printing begins. Each microcomputer has its own commands to tell
the printer what to do. -

D. Edit and revise - The hard copy is read and changes are made as

Necessary. Material can be manipulated electronically (words,
sentences or paragraphs can be changed, copied, deleted or moved
on the screen without making a hard copy.

E. Finish - The steps involved in completing the document are
referred to as finishing. One may need to scroll left and right
and up and down, so the entire document can be checked for accur~

acy. The proofread program can be used again to double check for

spelling errors. The words in the document may be hyphenated

by using a block command.

F. Print - The final draft of the edited document is printed on the

desired paper. Letterhead can be fed into the printer as one feeds

paper into a typewriter. Forms can also be used as they would be

used on the typewriter if the proper spacing has been

allowed.

G. File - A copy of the document is stored on a diskette in an

economical way for future reference. The document can be
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compressed into a smaller form electronically for economy of
storage.(When the document is brought back up, it is as it was
originally typed.) The document is then copied on to the data
diskette where it is stored. As material from & child care center
is placed on the microcomputer, diskettes can be set up allowing
for each type of files (correspondence, staff records, children,

etc.).

Parts of the microcomputer used in word processing.

Review the material in Chapter II, handouts from the instructor and

the reference manual regarding the parts of the microccmputer. In

word processing, you will use:

*

*

Screen

Keyboard

Backup of the wdird processing program
Formatted floppy diskatte

Proofread program, if available

Printer

Stu-I11I-13
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Learning Experience 7 (Draft III)

Writing a Letter Using Word Processing

bad s 2 22 2 2 2 )

The student will:
l. Complete keystroke exercise (Figure 1).
2. Copy a sample letter using a word processing program (Figure 2).
3. Print the letter.
4. Make an envelope for the letter (Figure 3)
ks e e o

Each microcomputer performs the steps involved in producing a
letter differently. Check with the instructor and/or the reference
manual for the procedure on the particular microcomputer being used.
(Instruction for using the TRS-80 Model 3 word processing software
SuperScripsit will be found in the instructor's manual).

Before keying in the letter, become familiar with the following
commands (key strokes) on the microcomputer being used: Write the
appropriate key strokes beside each command on the form shown in Figure
II11-1.

After completing the key stroke exercise, key in the letter
(Figure III-2) following the sequence below: (Refer to Chapter II,
previous learning experiences, the reference manual and/or reference
sheet for assistance or ask the instructor.)

l. Turn on the printer and microcomputer.
2., Put the word processing backup program in the appropriate drive.
3. Put a formatted diskette into the appropriate drive.

4. "Boot" your machine to access these two diskettes.
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10.

Access word processing by entering the appropriate command.
Study the "menu",
Set up the system commands if this is the first time the diskette
has been used. This will cltabli!h some general features or systems
for all future documents typed on this diskette such as linespacing,
operator etc. It is possible to change these if necessary for each
document, but convenient to have them standardized. Each amicro-
computer is different on this, so check with the reference manual or
with the instructor.
Open the document = Check the prompts of the microcomputer being
used regarding how to open a new document and do so. Usually a main
menu is available. From that main menu, the open document cption is
selected. Name the first document LE7/LET and answer the requests.
Be sure to request the correct drive to indicate that the document
will be typed on the data diskette.
Set the margins and tabs. Note the status line and check Chapter 1
and the reference manual. Set margins and tabs as follows:
Left Margifeceeceeseeesl.0
Right Margifeeeceeeees?.5
Tabs s.eceessioesseessl.5 and 5.0
Save the tab line for future reference.
Euter the letter, copying the sample letter (Figrue 2) exactly as
it is provided. Include the letterhead.
a. Key in the letterhead:
b. Center it as shown using the appropriate key.
¢. Key in the date at tab SO.

d. Remember to write to memory frequently.
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£.

Key in the inside address using the capital key as neccesary.
Key in the body of the letter.

Key in the complimentary close at tadb 50

11. Proofread the letter by scrollingﬂ

12. Print a draft of the letter.

13, Make necessary corrections by deleting, inserting etc.

i4. Print a final copy.

15. Key in the return address and address on an eavelope for the letter

b.

£.

16. Turn
17. Quit
Notes:

1. This

Request a nev puge

On a sheet of paper mark off the size of a business envelope
(6 176" x 9 1/2")

In the upper left hand rorner have the microcomputer print the

return address of the center.

. At the appropriate place on the envelope, print the address of

the parents to whom the letter will go.

Print a copy and check it carefully for spacing.

Insert an envelope into the printer and print an envelope.
(Figure ).

the ass. nment in to the instructor for evaluation.

the document. Take out the diskettes and store them.

activity was chsnged from the pilot project to accommodate

students' requests for more experience vith data input and manipu-

lating materials.

2. With

the approval of the instructor, the students may substitute a

letter applicsable to their individual situation in place of the

sample letter. For practice, compose a letter of your own choosing.
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Learning Experience 7 (LE7/KEY) - Keystroke exercise on microccmputer
being used.

Before typing the letter in Learning Expefience 7, please complete the
following exercise by listing the key strokes used for each command on
the word processing program being used in class.

SIMPLE KEY STROKES FOR INPUT AND EDITING
KEY STROKE EXERCISE

Commands Keys to Use
Setting margins and tabs
Entering data
Capitalizing
Inserting letters, words, gentences, etc.
Deleting (erase letters or words)
Scrolling (moving left, right, up, down)
Printing the document
Quitting the document
Viewing the directory of documents
Copying the document
Requesting a new page

Write to memory

List below other key strokes that your word processing

program uses for simple input and editing

*

Figure 1II - 1
Stu-111-22
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LE7 ~ (Letter to key in) LE7/LET

Longhorn Child Care Cénter
1234 Longhorn Street
San Antonio, Texas 78229

Telephone (512) 732-2858
Tt deddede e e e e e e e e ek ok e sk e

July 23, 1984

Mr. and Mrs. Tom Hill
5628 Ellison Drive
San Antonio, Texas 78245

Dear Mr. and Mrs. Hill:
It is time to think about a new school year at Longhorn Child Care Center.
Wednesday, August 15, at 7:30 p.m., we will have an open house to introduce

parents to our program and to show off the remodeling project we have
completed during the summer.

We would like to invite you both to attend. Please bring Paul with you to
meet his new teacher, Mrs. Marsha Dalton, and to see his new classroom. It
will be good to be open again and to see sll our returning children and
parents and to greet new ones. The remodeled building will double the
capacity of our center and will be worth the two months of closing this
summer.

We look forward to seeing you on August 15. Plaase call Alice Stillman, our
assistant director, at 733-2858 to let us know if you will be coming.

Sincerely,

Rebecca Ortiz, Director
Longhorn Child Care Center

.

RO/nlz

Figure III ~ 2
Stu-111-23
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énvelope for letter - LE7

Longhorn Child Care Center
1234 Longhorn Street
San Antonio, Texas 78229

Mr. and Mrs. Tom Hill
5628 Ellison Drive
San Antonio, Texas 78245

Figure III - 3
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Learning Experience 8 (Draft III)

Editing a Letter

Ak dedeirde dodr i

The student will:

Review commands used in the word processing progra;-being used.

Edit the letter keyed in, in Learning Experience 7.

Print the new letter.

ek dededededs dedee

With word processing it is possible to make changes in the letter
with a2 mininiam of effort and without rekeying in or starting over.
Before proceeding ahead check the menu and be sure the "system ;etup"
is correct and that all of the "defaults" have been entered. If you are
unclear, check with the reference manual and/or the instructor.

There are two kinds of editing that can be done with the word

processing program. Simple editing involves scrolling across the

document to find errors, checking the screen for anything out of place,

printing a hard copy of the document, manually checking it, noting

changes, making the changes on the word processing program using the
keys studied so far (delete, insert, scroll, etc.), again checking for
errors, printing and proofreading manually. More avanced editing will
be covered in future learning experiences when block actions and
electronic proofread programs are studied. At this time, the letter
typed in Learning Experience 7 will be editied using simple editing

techniques.
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l. Review the commands learned in Learning Experience 7.

2. Make the following revisions in the letter keyed in:

A.

Change the margins to 1.5 and 7.0,

Change the tab setting to 2.0 and 4.5.

Change the day of the meeting to Tuesday, August 1l4.
Indent ‘each paragraph 5 spaces.

Place the date and complimentary close at 4.5.

Delete the last sentence of paragraph 2.

Delete the word "both" in paragraph 2.

Change the teachers name to Ms., Marsha Dalton.

Change the words '"to see his new classroom” to "to visit his
new classroom”.

Purposely spell 6 words wrong so you can later change them

electronically.

3. Print the letter again with the above changes.

4. Look at the letter and make other changes you see beneficial.

5. Print the letter again with your changes.

6. Circle the errors and put it aside for later reference.

Notes:

1. Sample letter on master diskette (LE8/LET) with misspelled words.

Hard copy is provided here as a sample. The student may want to

individualize this letter to meet needs.
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LE8 ~ Edit a letter - (LE8/LET) misspelled words are okay

Longhorn Child Care Center
1234 Longhorn Street
San Antonio, Texas 78229

Telephone (512) 732-2858
A AR Atk A de Attt de dr e e e e de e e

July 23, 1984

Mr. and Mrs. Tom Hill
5628 Ellison Drive
San Antonio, Texas 78245

Dear Mr. and Mrs. Hill:

It is time to think about a new school year at Longhorn
Child Care Center. On Tuesday, August 14, at 7:30 p.m., we
will have an open house to Qntrceparents to our program and to
show off the remodeling project we have completed during the

We would like to invite you to attend. Please bring Paul
with you to meet his new teacher, Mrs. Marsha Dalton, and to
visit his new classroom. It will be good to be open again and to

see all our returningand nnd to greet new ones.

We lookto seeing you on August 15. Please call
Alice Stillman, Gur assistant director, at 733-2858 to let us

know if you will be coming.

Rebecca Ortiz, Director
Longhorn Child Care Center

RO/1lr
Figure III - 4
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Learning Experience 9

Editing Using Block Action

ok drdededededededede

The student will:
1. Edit the letter using "block action commands”. (Use LES/LET)
o deleting, moving, copying or adjusting words, phrases,
sentences, pages or the entire document
searching for and deleting or replacing specific words
or phrases
hyphenating the document
changing the line spacing
adjusting tabs and margins
freezing portions or all of the document
dedededede dedededede
Check the microcomputer being used to determine if it permits any or

all of these options. The reference manual or the instructor will help

in determining this capability. Read how to carry out these commands and

then complete the following exercise.

l. Many microcomputers will permit moving sections of the document from
one place to another by blocking off parts and moving them. A
microcomputer with this capability greatly faciliates editing and
the preparation of a final copy. In this learning experience, a
section of the document will be called a "block”. Manipulating

" "blocks” will be referred to as "block-action”. By using "block-

actions" parts of the document can be deleted, moved, copied, or
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adjusted.. Make the following changes in the letter using the letter

prepared in the previous learning experiences:

" A. Copy the entire document using block action by "blocking

D.

It is

off the document at the beginning and again at the end.

Execute the "block action command" to copy and then the

command to

recall. The entire letter will be copied. Two

copies will now be available.

Move to the end of the first letter and put in a new page

marker.

Using the copied document, block off the last sentence of

paragraph 2 ("The remodeled building etc"....) and delete

it.

Block off the complimentary close and place it at tab stop

4.0:

Adjust the
Change the
Adjust the
throughout

frequently

entire document to contain this new tab setting.
line spacing of the letter to double spacing.
spaces between paragraphs so that spacing

the letter is identical.

convenient to find a single word or a group of

words in a document and delete the word or replace it. For example

it would be possible to find all the times that the word "disc" was

used in this text and change it to "diskette" by asking the

microcomputer to search the document for the word and replace it. In

the same manner a word can be deleted or pointed out. This is called

"global search" or "search and replace".

A. Using the search block command, replace the word "program"

each time it occurs with the word "center'.
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B. Ask for an indication of how many times "Longhorn" is used in
the document. How many are there?

C. Ask for the number of times "his" occurs. Circle them on the
hardecopy.

3. A letter is more aesthetically pleasing when the right margins are
nearly even. There are two ways to do this. One is to hyphenate long
words at natural syllalle breaks. The second is to use "proportional
printing”. When this prinving is used, the right margin is even and
the spaces are proportioned within each line. This is called "right
justified". Hyphenating words will make for better looking copying
in either case.

A. Using "block action" hyphenate the letter. Were there any
words that could be hyphenated?

B. Print the new letter, using regular printing and again using
proportional printing.

4. After typing a letter, it is sometimes necessary to change the
location of parts of the letter or to indent something that was not
previously indented.

A. Indent ;ach paragraph five spaces by establishing a tab
setting five spaces in from the new margin.

B. Adjust the tab line to include this tab setting throughout the
document by using a “block-action."

5. It may be necessary to freeze a block so no changes can be made in
it. A block may be unfrozen if the exact spots of freezing are

 recorded.
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A. Preeze the complimentary close of the letter. Try to change
it by replacing the word "Sincerely” with "Yours truly". (This
cannot be done unless the biock is unfrozen.)

B. Unfreeze the block so this can be done. It is important that
the place the block was frozen be written down or remembered.

- Unfreezing the block involves knowing precisely where the
block was frozen.
6. Print the new altered letter and compare it with the letter keyed in
in learning Experience 7,
7. Be prepared to discuss applications of block-action when msnaging
correspondence in the child care center. What are some vays time

can be saved?
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Learning Experience 10

Editing and Preparing Documents

TRAATE LS

The student will:
l. Use the word processing program to make changes in a prepared
document. (LE10/J0B)
2. Create a nev document.
L
There ar: many forms and documants used in the administration of a
child care center. If these docusent.. are oi the word processing pro-
gram,additions and corzections are much easier to mske. The students

vill take a prepared document ind make changes in it. Techaiques covered

earlier will be practiced in doing this lesrning experience. The student
vill prepare s document of their own.

For purposes of this text, a simulated child care center has been
established. Documents used throughout the text will refer to this
center, "The Longhora Child Care Center" in San Antonio, Texas. Any
similarity to a real center is coiacidental. All information vas
develcped for the purpose of this worktext. The following procedures
are to be followed:

1. Copy the document “LE10/JOB" from the master diskette to a data
diskette.

2. Make a hard copy of the "Job *Description" document, and study it
carefully.

3. Bring the document on the screen and turn on the viev uode 86 the

comamands that liave been placed in the document can be seen.
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4. Make the following changes in the document:

A. Use block-sction to make Section II "Qualifications" come

first in the document.

B. Delete section "C" from responsibilities. A nev cook has been

hired, and she vants to do her own shopping sad food ordering.

C. Adjust the numbering and lettering to coiuci&c vith the moves.

D. Change the linespacing so the entire document is double

speced.

5. Align each section so that the finished document has the

folloving configuration, with lines being indented eavenly as

follows:

I, XXXRXXXARXXAXXXXXXXXXXLXRKXXXLXXXXXXXTRRXX

A AXEARXAXRXXARXAXXXXXXTAXRRXXXXXXXXXARXXX

XAAAALRXXXRXXRXXXXRXRXRXRXXRXARXNALXRXXXXRXXRX XK XX

1 AXXXARAXXXXXXXXXXLXAXXXXXXXAAXRX LR

6. Using the search and replace feature of your word processing rogram,

change the word "center" to "program".

7. Use the electronic "Help" feature of the word processing program (if

it hes this feature) to request help vhenever it is needed during

this learning experience.

8. Hyphenate the entire document using block-sction.

9. Block off the nev Section II, "Responsidbilities" and print it in

order that it may be given to prospective applicen=s.

10. Block off the entire document and make a copy of it. Proofreacd the
document manually. Set it aside for later proofreading with the
electronic proofread program if the vord processing program being

used has that feature.
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Practical Evaluation

1.

Prepare a job description of 2 pages for any position desired within
the child care center, following the general format of the job
description included here, but meeting the needs of your center. Use
at least 3 levels of indentation for subparagraphs in the document.

Print out the job description and turn it in to the instructor for

evaluation.
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LE10 - Job Description Document -{LE10/JOB)

LONGHORN CHILD CARE CENTER

JOB DESCRIPTION

Job Title: Assistant Director of the Center

Responsible to: Center Director

1. Responsibilities and duties:

A. Be on duty at the Center on days designated by the Director or
the employment contract

1. Daily Center hours will be rotated with the Director
to assure administration by a legally responsible person
at least 7 1/2 hours per day

2. Additional time will be expected periodically for such
dutiés as parent meetings, staff meetings, and other

professional duties

B. Assist with the maintenance of the physical environment
including adequate materials and supplies for Center operation

C. Assist with food service including writing shopping orders,
and purchasing and storing food and kitchen equipment

D. Observe and record significant individual and group behavior
of children for Center records

E. Answer the phone and relay messages

F. Typec and perform other clerical duties

G. Assist with the supervision of the Teacher Aides

H. Assist with maintaining all Center policies and records
I. Contribute to success of parent involvement

J. Represent the Center to the public

K. Participate in such health and safety practices as first aid
- care, fire drills, and actual emergency evacuations

L. Open the Center and inspect it for health and safety hazards

each day before admitting children; receive children
(including health check) and parents each day
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P.

Fhy

Work as a Substitute Teacher in the classroom when needed

Read and agree to abide by the State Minimum Standards for Day
Care Centers

Extend professional knowledge through personal readings and
attendance st in-service staff training (minimum of 12 hours
per year)

Perform other duties as needed

I1. Qualifications:

A.

Minimum of Associate Degree in Child Development or Early
Childhood Education and/or Child Development Associate
Credential

Preferred teaching and/or directing experience with children
under six '

Ability to select and organize educational activities in areas
of emotional, social, physical, and intellectual development
appropriate to the young child's needs

Ability to work and plan cooperatively with other members of
the Center staff

Ability to maintain and be responsible for prompt submission
of required records and reports

Good physical and emotional health and a current health card

Possession of an American National Rad Cross First-Aid Card
(Standard Course)
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Learning Experience 11

Review and Introduction to Advanced Word Processing Skills

whkddrhdkiddh

The student will:
1. Review what has been covered in Learning Experiences 1 - 10.
2. Consider some more advanced word processing techniques.
3. Complete a word processing game.
Aeirdddrkhdhek

Thus far in this class, material has been covered to help the
child care administrator feel comfortable with one of ti:e first applica-
tions of the microcomputer.....that of word processing. The preparation
of forms and the handling of correspondence are two of the primary uses
of word processing for the child care administrator.

With the material covered, many of the clerical jobs of the child
care center can be accomplished. A simple letter has been typed and
envelopes made tc send that letter. The letter has been edited.and
revisions made. A job description has been input into the word proces-
sor, manipulates made with it, and it has been stored for future use.

There are many more complex functions that the word processing
program can do. When there are many numbers to type, a number pad is
convenient. The underscore, double underscore, bold type, subscript and
superscript features of some word processing program is very useful when
many forms are made or when papers are written. 'Headers" and "footers"
(notations that appear at the top and bottom of consecutive p;gcc) are
handy to have. 'Memory" or "User" keys are convenient when phrases or

short sentences are used over and over again.
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Several procedures that can be done on the word processing

program, such as making class lists, completing immunization record
lists, typing form letters and sending them to many parents, and making
labels for envelopes, are easier to do cn a file mauag;;;nt (data base
management) program as is discussed in Chapter IV. The introduction to
these functions here is for persons whose microcomputer does not have
the capacity to do file management for those who do not own the program.

Scae of the above spplications are covered in the following
advanced learning experiences. They are offered here for the assistance
of the child care administrator in their utilization of the word proces-
sing program. In most instances, these applications were mentioned or
discusséd in the pilot program, but time constraints made it impossible
to do them cn the microcomputer. It is hope that the student has time to
explore these applications further. Not all word processing programs
have all these capabilities, and some have more. Those mentioned are all
available on the TRS-80 Model III and 4 SuperScripsit that was used in
the pilot program. For some procedures, the student WEII need to consult
their reference manuals and/or instructors.

Before moving on to the more advanced learning experiences, the
student is to do the "word processing scroll game" on the following page
a8 a review and evaluation of materials covered in Learning Experience-l
through 10 and turn it in to the instructor for evaluation. Individual
instructors may wish to have a test or quiz or a practical application

exercise to further evaluate progress and learning.
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LE1l/ - Word Processing Game (Sprial/Lll)
Word Processing Spiral Game

Complete the following "word processing spiral" using terminology that
applies to the microcomputer utilization of the word processing program.
Ansvers can be found in the Insttuctor's Resource Guide on page 41. A
blank spiral is included on page 39 in order that an individualized game
can be constructed utilizing other word processing progrms

$
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10.

1.

12.

13.

14,

15.

16.

A method for preparing printed documents such as letters, forms and

reports using the microcomputer is called .
To a program is to enter it or go into it.
Data is stored on a which goes in a

disc drive.

Information is stored in the directory on a vhich is

given a name such as "LETTERS".
To make a copy of a program diskette is called making a
When you print a document on paper, the resulting copy is called a

When you enter information into a microcomputer, it is called
The is a list of all the poisibilities available.
To indent to a specific spot you set a stop.

The status line also tells you where the are set.

"The is a blinking symbol that tells you where you are

in a document and what will happen next.

is to move up, down, left or right on the screen or
document so you can see other parts of it. '

Moving parts of the document from one place to another, adjusting
deleting, hyphenating, printing or reorganizing them is some way, is

called .

When you make insertions, deletions and other changes it is called

the document.

To search a document to find a word or symbol every time it occurs

is called making a .

To a document is to finish with the document and to

leave it, at least for the time being.

Stu—-III-40

115




Learning Experience 12

Use the Proofread Program
oy

The student will:
l. Proof read documents using an electronic proofreading program.
Tricdededrde ke dok

Most word processing programs have as a companion program an
electronic proofread program frequently called a "dictionary”. With &
proofread program, it is possible to check a document for spelling
errors against the words in the proofread program. For most word
processing programs, the dictionary is available at an additional cost.
Most proofread programs include from 35,000 to 75,000 words, with the
capability ofiadding words up to a maximum capacity.

The proofread program checks each word in the document against the
words in its dictionary. 1If a word it is not found, a prompt tells the
user that the word is spelled incorrectly and asks if it should be
corrected. In most cases the operator must correct the spelling by
entering in the correct sequence of letters. A few proofread programs
provides alternate spellings. If this is a desirable capability, it
should be investigated before buying the word processing program. Most
proofread programs will have an additional prompt asking whether the
word should be added to the diciionary. Words that are frequently used,
can be added, remembering that these words will have to be search too
vhen the program checks "its dictionary".

Most proofreading program cannot tell the difference between words
that are spelled differently but sound alike such as "there” and "their"

or "hour" and "our". No indication will be made that these words are
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spelled incor?ectly since they are all the correct spelling of a word
that was found by the electronic searcher.

In this learning experience, the student will proofread two of the
documents from the data diskette--the letter document the students have
entered into the program and the revised job description document.
Corrections will be made and new hard copies produced. Check carefully

with the reference manual for the microcomputer being used to determine

how to use the proofread program. In most cases the student will:

1. Make a backup of the proofread program that is compatible with the
word processing program being used. Return the original to the
instructor,

Copy\the document that is to be proofread to a program disc if the
program commands are not available. With three disc or more disc
drives or when the word processing programs is in the micro-
computer's memory and not on a separate diskette, this will not be
necessary. Check the reference manual for the micro computer

being used to decide where your document and progéam should be.
Electronically proofread the letter that was typ;d in Learning
Experience 8, making the necessary spelling changes. Quit the
document. The revised document will now be on the program diskette,
and it will be somewhat different from the original document since
the spelling errors will have been corrected. The original document
should be should be replacad with the new copy. In order to do
this, the original will need to be 'killed". When this is done, care
should be taken so that the corrected copy is not the one that is
"killed". One way to do this is to give your new document a nev name

such as'" LETTERI" or "OPENHOUS." On most programs the name cannot
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be any longer than 8 alphanumeric characters, with the first
character ﬂiving to be alpha (letter).

4. Make a hard copy of the letter. Compare the proof read'" copy with

. the original copy. Would hypheuating the letter at any point be
desirable? If so, hyphenate by using block action.

5. 1f your printer has the capability, print the letter again
requesting "proportional printing". Compare the two hard copies.,
The right margins are all even on the copy using proportional
printing, however, if it were not hyphenated, there will be blank
spaces throughout. Decide which letter is more pleasing and use the
applicable method of printing in the future.

6. Proofread the corrected job description document "LE10/JOB" using
the proofread program. Proofread any documents you may have typed
for practice.

Note
A proofread program for a word processing program can be a great

time saver and a genuine plus for a busy child care center. Corres-

pondence, announcements, forms and papers will be free of misspelled
words (with the exception noted previously). Checking this feature
before purchasing the word processing program is an important

consideration.

l
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LE12 -~ Letter from LES after proofreading electronically (LE12/LET)

Longhorn Child Care Ceater
1234 Longhorn Street
San Antonio, Texas 78229

Telephone (512) 732-2858
e e TSt

July 23, 1984

Mr. and Mrs. Tom Hill
5628 Ellison Drive
San Antonio, Texas 78245

Dear Mr. and Mrs. Hill:

It is time to think about a new school year at Longhorn
Child Care Center. On Tuesday, August 14, at 7:30 p.m., Ve
will have an open house to introduce parents to our program and
to show off the remodeling project we have completed during the
summer.

We would like to invite you to attend. Please bdring Paul
vith you to meet his new teacher, Mrs. Marsha Dalton, and to
visit his nev classroom. It will be good to be open again and to
see all our returning children and parents and to greet nev ones.

We look forward to seeing you on August 15. Please call
Alice Stillman, our assistant director, at 733-2858 to let us
know if you will be coming.

Sincerely,

Rebecca Ortiz, Director
Longhorn Child Care Center

RO/1r

' Figure III -5
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Learning Experience 13

Advanced Word Processing - Using Specisl Program Commands

The studerit will:
1. Make an sdvertisement, brochure, flyer or other document using some
or all of the folloving advanced word processing fuactions:
¢ Continuous Characters
¢ Headers and Footers
¢ The Number Pad
e Align Tad
o Memory or User Keys
¢ Underscore, Double Underscore snd Bold Print
e Printing in Columns
TR REERER

Child care administrators frequently find the need for creating aa .
advertisement, brochure, flyer or other document for their ceater.

Using the word prqccn:iug program of the micrccomputer, such documents
can be created easily, changed readily, ard saved for future use as they
are needed.

Continuous typing of a character is done by holding down one key
for the desired length of time. On most keyboards nil keys are capable
of doing this. When the number of characters desired are entered, the
key is released. If it is desirgble to have the characters coétet. this
can be done by pressing the keys for centering.

It may be desirous to have the same heading appear oa page after

page of a multi page document. hen this is done, it is called a
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"header". Kumbering pages consecutively is useful throughout a document.
Whes these numbers sppear at the bottow of the page, it is called o
"footer"”. .

Many sicrocompeters have s number pad separate from the nuserals
on the typevriter. 1If wumersls are used a great desl in entering date,
this pad is more couv;aiont to use than are the reguler nuabers. \hen
using many nusbers in columms it is conveaieat to de able to "align"
thes.

Frequently the same words or groups of words are typed over and
over again in a document. Some microcomputers have the ability to store
& designatid number of standard words, phrases or semtences. These
stored items can be vrecalled with the touch of one ur two keys rather
than typing the entire sistement. If the microcosputer being used has
tQin feature, use it to save the word “workshop" and the phrases, "per
day cost”, and "getting ready for" which are used several times in the
sanple documents.

Underscoring, double underscoring and typing in bold type are
often useful. NMany vord processing systems have these features. Some
printers do not have the capability of e¢xecuting these commands. Chack
the printer.being used to be sure it has the capabilities of
underscoring and bold typing.

After reading the above materisl, the reference menual for the
microcomputer being used, obtaining approval from the inscrucecor, and
laying out your plan on paper, do some or all of the following
activities. '

l. Copy the "Nev Rate Scale" document (making changes to fit your

individual child care setting)
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2.

3.

&

5.

6.

1.

Copy the “Longhora Announces Reopening” document (msking chsnges to
meet needs)

Copy the "Workshop Notice" msking two columms.

Prepare s one page, two columm document, sbout & subject of your owm
choosing.vith at least 30 liras of text. The document should have &
title in capitsl letters and centered, something underlined, sad

use at least ome coaei;uoun character.

Prepsre 8 columa (2 1/2" wide by 3" long) advertissment to

place in the locsl nevspaper, -advertising the child care ceater to
attract nev business. Content is up to the individual student. Usa
the following festures:

Use a header on gll of the documents .preparad. (Refer 2o the
“Longhorn” heading on the sample documents in master disketts from
project.) |

Number the documents consecutively using a footer.

AN
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N CENTER
1234 Longhorn Street
San Antonic, Texas 78229

Telephone (512) 732-2858
AR AR Ak dedededede et ded A dededrd ededrd dedede e ek ke

LONGHORN ANNOUNCES REOPENING

QREN HQUSE - AUGUST 25 AND 26, 9:00 - 5:00 3

Our remodeling project is finished, and we are ready

to reopen for the new school year. Please join us!

New services include:

Infant and Toddler Care

. Pick up at schools within a 10 mile radius.

Home delivery

Nutritious Snacks (no sweets)
On Call Medical Services
New Modern Adventure Flayground

Interest Center Approach to Learning

Our teachers all have Associate Degrees in Child Development
or a
CDA Credential
and are members of the
San Antonio Association for the Education of Young Children

We are proud of what we have to offer and want to share it with you.
Do come in to visit with us soon.

LE13 ~ Sample Documents Using Advanced Commands (LE13/DOC)
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1 N
1234 Longhorn Street
San Antonio, Texas 78229
Telephone (512) 732-2858
Fededrdededre fodefrde e dedeode A it e de de e e A A e dedede de e ded dedeok e dok

New Rate Scale

ek e dede dedede e e dedrdedrdede e

Thank you San Antonio!

You have made Longhorn Child Care Center
one of the leading centers in this area.

dedededrderke dedededededede dedededeke

Thanks to your support and preference for Longhorn,
we are nov able to offer the following low cost rates:

For School Age Children $ 2.50

For 3 to 5 Year Olds $ 8.00

For 2 to 3 Year Olds $10.00

For Infants $12.00
After School Pickup $ 2.00

Home Delivery $ 2.50

Ve dr e e de de e de e e dede e de e

Stop in and talk with us at Longhorn Child Care Center.

See our new remodeled building.

LE13 - Sample Documents Using Advanced Commands (LE13/DOC)
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R N
1234 Longhorn Street
San Antonio, Texas 78229

Telephone (512) 732-2858
badadadadebebeded tof 4 4 2 T,

LONGHORN CHILD CARE CENTER

PRESENTS ’

PARENT - TEACHER WORKSHOP FOR CHILD CARE PROVIDERS
SPONSORED BY SAAEYC and LONGHORN
SEPTEMBER 6 AND 7

CHOOSE THE SESSION THAT INTERESTS YOU AND JOIN US!
advanced registration required ~ no charge
donation to the SAAEYC Scholarship Fund

SESSION 1 - SEPTEMBER 6 SESSION II ~ SEPTEMBER 7
AFTER SCHOOL AT NAP TIME
3:30-5:00 12:30 - 2:00

Workshop 1 . Workshop 1
Parent - Staff Relationships "We Speak for Children"

Workshop 2 Workshop 2
Places to Take Children in SA Licensing Standards

Workshop 3 Workshop 3
Children Learn through Play Panel Discussion - Guidance

LE13 - Sample Documents Using Advanced Commands (LE13/D0C)
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Learning Experience 14

Cocmputerizing Children's Records

Lad 222224 ¢4

The student will:

l. Study the record forms being used by a child care center.

2. Copy the foras and complete one using data from the student's
own child care setting.

3. Revise the forms to fit individual child care center needs.

4. Xey in data for at least two children.

3. Set up a computerized file system for the child care center.

Lo a 22 4.4 21 ¢4

Clerical tasks that have been done manual can be completed much more
rapidly and efficiently on the microcomputer. Records can be accessed
and information checked without sorting through a file of materials.
Many forms are used in a child care center to record information
rearding the children and staff. Five forms that sre frequently used in
a center are studi;é in this learning experience =---"Class Lists",
"Child Care Agreement Foram", "Child's History", "Medical History Record"
and "Imaunization Record". These forms can be found on the master
diskette with the pilot program. Hard copies are included in the
Instructor's Resource Guide. After copying the forms from the master
diskette to the students data diskette, the student will change the
forms to meet the needs of their child care center. The revised forms
will be used to make a record file for two children in the child care

center.
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Data entry is time consuming, and in the beginning, the child care

administrator may feel that there is not time to do this task. If s
staff member is svailable who types well, this person can be taught to

use the kcybqard of the microucomputer with ouly a few lessons, and the
administrator would be relieved of that clerical task.

After completing this'learnin; experience and keying in the records
from the individual child care center, it will be possible to recall
records and see all of the necessary information on the microcomputer
screen. Records can be keyed in under specific headings such as "Hedical 3
Records", "Enrollment Information'", "Immunizations,” and so on. A record
of children could also be maintained which would permit the vieving of
the complete records of a child, as one would look into a file folder.

It is suggested that the area records be keyed in first, and the
cﬁildrcn's file be developed as one becomes more accustom to the
microcomputer. In Chapter IV, "File Management", an easier technique of
producing forms and list will be leatn;a vhich will greatly facilitate
managing the files. At this time, the student should practice, using
several records and put this assignment aside to be referred to when
"file management" is discussed. If a "file management program is not
available in the child care center, records can be computerized
utilizing only the word processing program, but lists and forms will
have to be constructed manually.

The folloving steps should be followed in completing this learning

experience:
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l. Add the five forms listed below to the data diskette by copying
them from the master diskette.
® List of children (CLASS)
e "Child's History Fora" (CHILDHIS/L14)
e "Child Care Agreement" (CCAGREE/L14)
o "Medical History Record" (ﬁEDBIS/LIA)
o "Imsunication Record" (IMMUHIS/L14)
2. Make 2 hard copies of each of these forms. (Sampple hard copies are
in Instructor's Manual.)
3. Fill in one copy of each form using the data froam one child in your
child care facility.
4. Study the forms carafully to decide how the forms could be. changed
to meet the ncc?s of your child care facility.
5. Copy each form using "block action" so you have a copy to work with
but still have the original form for reference purposes.
6. Make changes in the forms as applicabli for your child care
facility.
7. Make a hard copy of the changes.
8. Fill in data E;on a child, usiﬁh the forms created.
9. Revise the forms to fit the needs of the individual center.
10. Make a hard copy of the form.
11. Using block action, copy the forms and £ill them in on_the
aicrocomputer, for 2 children in your child care faéility.**
13. Start microcomputer files for the areas i.e. "Medical History",
. ete. or for an alphabetized "children's" file or both.
14. Devise a plan to teach another staff member to enter the data so the

director does not have to do this.
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Notes:

l. The class list was prepared using the word processing program. It

is included to provide the student with names and addresses if needed.

2. This learning experience
processing. If the student
facility, simulated records
3. This learning experience
class in the pilot study as

as part of the class due to

is a culminating one for the chapter on word
is not currently employed in a child care
can be devised.

was suggested by several members of the

one they thought desirable. It was not used

time constraints.
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Learning Experience 15 (Draft III)

Managing Correspondence - Multiple Mailings

Ak ek d ek k

The Student will:
l. Prepare a form letter and merge it with a list of parents.
ek devedede dosedrk

In Learning Experience 7, a letter was keyed into the word
processing program on a document entitled "LE7/LET". In Learning
Experience 8, the letter was edited and a document created called
"LE8/LET". A personalized letter, such as tﬁic, could have been sent to
all of the parents in the child care center if the inside addresi,
salutation, name of the child, referenc; to his/her, and the name of the
teacher were changed. That is a lot of changes to make, and most child
care administrators would decide that it was impossible to send a
personalized letter, and elect to construct a standard letter and make
copies to send.

Personalized letters can be sent to everyone on a mailing list
using the microco;puter if the model being used has the capability
called "merging". There are two ways to do produce personalized letters
on the microcomputer. The easiest is by merging a form letter keyed into
the word processing program with a list of parents in a "file
management' file, Oﬂce the data has been keyed in thelprogran, it can be
manipulated in many ways. The second way to prepare personalized letters
is.to key in a letter using the word processing pr. ram, and making a
"variable" document with which to merge it. A form letter is a letter

that is printed more than once, inserting different information

Stu~-I11I~5S

130

B wnn




(variables) each time. The variable document consists of'l list of the

items that will vary (i.e. parent's name, address, zip code, child's
name, etc). Once a variable is made for a group of names, address, etc.,
it can be used over again with any foru letter contaning the same
variables.
A varisble document will list these variables with a special
syambol before each variable. By placing the same symbols in the
appropriate places in the form letter, the two documents can be "merged"
(brought together). Each time the program encounters the symbol it will
enter the variable. It sounds complicated, but really is an interesting
application and quite easy to use once the techniques has been mastered.
Careful preparation of both the form letter ;nd the variable document
are necessary to get this to work, but it can be done successfully with
only a word processing program if the model of microcomputer being used
has that capability.
Check with the reference manual from the microcomputer beitig used
and/or with your instructor to see if merging is possible. 1If it is,
proceed with the following exercises
1. Prepare the f;rm letter ~ Use the letter edited in learning
experience 8 and placed on the data diskette as LE7/IET, or
construct & letter cf your own to be’ sent.

2. Follow the instructions for your word processing program on how to
prepare this form letter. These instructions willltell you where to

put in codes to indicate & variable. A sample letter can be found

on the master diskette. A hard copy is inculuded in the Instructor's .

Resource Guide.
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3. Prepare the variable document from the list of parents to whom the
letter is to be sent. This document will be a document with all the
items that will vary typed in a very specific way with
defining characters to indicate where variables are to occur. It is
important that both the form letter and the list of variables be
typed very precisely. Take your time and follow the instructions
carefully. A sample variable document for the TRS-80 word processing
program is on the master diskette and the Imnstructor's Resource Guide.

4. Merge the two documents following the instructions carcf;lly. When
both documents are keyed in, check your instructions carefully
recording how to merge the two. The word processing program
will automatically merge the form lcttc; vwith the list of variables.

5. Print copies to be send to at least five parcents.

Notes: |

1; This is a supplementary learning experience to d;-onctratc the

capabilities of a word processing program. In the pilot program, this

activity was not couwpleted using the word procéssing program only. It
wvas done to demonstrate the capability of integrating the file
managenent and the word processing program.

2. The instructor's manual and the master diskette for the pilot

program includes a sample of the form letter and the variable document.

3. With some microcomputer models, it is possible to integrate cther

programs in addition to the file management program and word processing

program.  The TRS-80 software used in the pilot project, permits the
infegration of word processing with the spreadsheet as vell ;l wvith filc

management . Check the reference manual to see if this is possible. (The
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file management progrem vill be discussed in Chapter IV and the the

spreadsheet program in Chapter V.)
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Laarning Experiences 16

Managing Word Processing Files on the Microcomputer

baad gt g gy

The student will:
Manage the files that have been produced by:
e Uasing the directery to see what is on & diskette.
e Copying documents from one diskette to saother.
e Compressing documents to take less roow.
e Using data diskettes for storing similar documents.

Li a4 2 g0y

Managing the data that has been keyed into the wvord processimg

progras is a very important part of efficiant utilization of the

prograa. Each document that has bdeen keyed in has deen entered on a
diskette and stored as & “file". The more files that ars created, the
greater vwill be the necassity to orgaaisze or manage those files ia order _
to conserve space on diskettes. Listed delov are some of the key

strokes that vill be needed to manage files. Check the word prozessing

program being used to see how to do the following:
Backup - copy the complete contents of one diskette to another
Copy -~ copy the file from one diskette to another or to the
same diskette ‘

Format - Prepare a diskette for use by the microcomputer

Kill Delete a file from a diskette
. Rename - Change the name of a file
Directory - Look at all the files oa a diskette

Free - See how many free spacec are available on a diskette
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The Directory

It is convenient, snd often necessary to see what is oa esch of
the diskettes that have been used. A directory is provided to tell the
user wvhat is on each diskette. Check your microcosputer to determine how

to get this information.

Compressing s Document

Lach document that has been typed has been entered on g diskette
and stored as & "file". The more files that are crested, the more
necessity there will be to organize or wanasge those files in erder to
conserve space on diskettes. Files can be copied to another diskette
having similar information or they mey de deleted if they sre no longer
needed. In order to get as wuch informetion on & diskette as possidle,
nsny vord processing programs permit the coupressing of documents. then
this iy possible, & file is rewritten to & new file using the ldast
possidle amount of space. BRoth files ramaia om the diskette, so it is
important that there is enough space on the disketts for both files.
When the compression operation is finished, tha old file can de deleted

to persit more room on the diskette.

1f the vord processor being used has the cspadilities to coaprees
files, compress the documents that have been crested. When the
cospressing process is finished. Display the directory and note the
different smount of space (granules) the old and new file took. Kill the
old file and rename the new one to coincide in with the document
contents and the ctontents of filg on the diskerte. Alvays use a data
diskette and not a program diskette to store files. Data diskettes have
more 8space on thea for files since the progrem diskette has the entire

vord processing program on it. When finished with a document, copy the
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document to a dats diskette and "kill" the document on the progrem

diskette. Check the reference sanual to see hov to do this. Alvays
backup the data diskette s0 if & document is sccidentaily lost a copy

vill be availsdle.
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Chapter 1V
STUDENT'S RESOURCE GUIDE

FILE MANAGEMENT FOR CHILD CARE ADMINISTRATORS
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Chapter IV - File Management

TRkt d

Purpose:

The purpose of this chapter is to teach the utilization of a file
mgnagenent (data base msnagement) program on the microcomputer to child
care aduinistration personnel. Included:

e Introduction to file management

o Pretest for file management

o Uses of file management for child care administrators

¢ Learning experiences to utilize file management in the child

care setting.

Child care administrators will use the microcomputer file
wanagement program available to them in completing learning experiences
in this text. It will be necessary for the child care administrator to
have available a copy of the softw;re and the reference msnual for the

. specific nicroconput;r being used in order to complete the requirements
for the learning experiences. (Specific instructions for using the
microcomputer used in the pilot project -Radio Shack Profile III Plus-
are included in the the instructor's manual.)

After completion of this chapter, it is expected that the student
will be able to:

1. Tell vwhat a file management or data base management program is and

how it can be used by the child care administrator.
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2. Tell how file management can be used in the student's individual
child day care situation.

3. Use the file lnnage-cni system tO create a data base of information
on children and their parents/guardians. Print lists of children
meeting criteris as requested by the instructor.

4. Use the file management sysiem to create a data base for staff,
including demographic data as well as education, certification and
health data. Print lists of staff meeting criteria as requested by the
instructor.

5. Merge a data base fil; wvith a form letter created in the wvord
processing program. Send the form letter to parents of children in the
center, using the file management program to make the labels.

NOTES:
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Learning Experience 1

Pretest on File Management Using the Microcomputer

The student will:

Complete the pretest on file management on the following page. 1f
you don't know an answer, please indicate by saying "I don't know." It
is okey to gess on this pretest. At the end of this topic, you may be
asked to take this test again to see what you have learned.

ARk d

NOTES:




Pre Test - File Management

1. What are the msjor functions of a file -nna;;-ent or data
ase management gystem? *

2. What are the names of some of the "file managenent' systems
available for microcomputers?

3. Indicate a (Yes) or (No) opposite each of the following to indicate
if you believe it is a normal feature of a microcomputer file
sanagesent gystem:

Data base divided into segments

90 or more fields in each record

5 or more screen formats

5 or more report formats

5 or more label formats

Stores unlimited number of records

Allows creation of user menus

Allows high speed access to records by use of index files
Permits clustering of assorted fields into search groups

Performs addition, subtraction, multiplication and division

LT

Performs "mass" operations for selected records

Password protect screens and formats
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Limits access and security
Interfaces with a "word processing” system
Interfaces with a "apreadsheit" system

Supports "user view" of data base

4. To operate Profile III Plus one must use a diskette and

a diskette and if the data base 1s large a
diskette is advisable.

5. In naming a "file" or "data base" in Profile III Plus the maximum
number of characters permitted is .

————————

NOTES:
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Learning Experience 2

An Introduction to File Management on the Microcomputer

m“'

The student will:
1. Read the introductory material in this learning experience and the
reference manual from the file management program being used and be
prepared to take part in a class discussion regarding the utilization
of file management in the child care setting.
2. Read the supplementary readings as assigned.
Frichrdeirkdeirkk l

Introduction

File Management, or data base management as it is sometimes
called, is an important element of child care center administration. A
data base, of a file of homogeneous records pertaining to the childrea
and staff can be created in the microcomputer, much as one would
create a card file on this material. Data is input via the
microcomputer keyboard and stored on diskettes for future use. This
stored data may be updated and manipulated using the functions of the
microcomputer and the file management software. The most important and
dramatic function of a file management system is the ability to
retrieve data quickly and selectively. Unlike the card file, where one
must thumb through many cards to find the information needed, a file
management system permits the user to define the information desired
and have the microcomputer produce it quickly either on the screen of

the microcomputer or as a hard copy report.

Q l St-I1v-6
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-File management transforms a microcomputer into an organized
filing systcn,‘and permits the manipulation of the data that has been
entered. Almost any type of information can be stored in the system,
and retrieved at a touch of the.correct keys. File Management systems
permit the user to customize the data base to fit individual needs.
File segments can be set up to contain individual records, fields
chosen for “searching" through the records and reports constructed
automatically. .

Conventional filing system can only be set up in one order--for
example, in alphabetical or numerical order. %With a good file
sanagement system, data can be indexed or filed using many different
criteria. By creating differeat screen layouts for data bases, the data
can be displayed in several ways.

Many file management systems will perform a;dition. subtraction,
multiplication, and division, allowi#g records to be kept containing
dollar amounts or other totals and to up date them easily. In some
cases recalculations can be done automatically. Once records have been
recorded in a Aata base, they can be used to frint reports and make
mailing labels. If the data base being used has the capability to merge
with other programs for the microcomputer, a form letter can be
prepared on word processing and merged with personalized information
form the data base files.

According to Consumer Reports in their extensive coverage of
microcomputers: "“Filing is such an important business use of computers
that the file room has been renamed the office of ''data base
management. At home, you may not have much use for filing, much less

data~base management. A box of three-by-five cards would last many
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families for a lifetime. If you are a collector--stamps, coins,
antiques, rccofdings. matchbook covers--you may vant a file, and if you
have a microcomputer, you can have a bcaufy. You might, for instance,
have a list of your phonograph fccordlwclcctrouically cross-indexed
under composer, orchestra, conductor, soloist, year of recording, and
anything else you can think of."

"Programs for the sort of filing you might do at home are
relatively inexpensive, and available for any sicrocomputer. The only
thing you must be sure of is having enough data-storage capacity if the
file is to be extensive. If you use the file frequently, you'd also -
happier with disk storage rather than tape." {Consumer Reports, 1983)

In a business, such as a child care, a more extensive program
might be needed. When a purchasing a data base for a microcomputer, it ’
is extremely important that questions be asked regarding what the
system will do and match them with the needs that will exist in the

situation.

NOTES:
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Learning Experience 3

lication of File Management System to the Child Care Settin

ATRRRARATAR

The student will:
1. Read the folloving material on the utilization of a file sanagement
system vith a microcomputer and be prepsred to discuss it in class.
2. Study the list of possible applications included inm Learning
Experience 3 and make a list of vays a file management system could be
used in the child care setting.
TRANRRRRNN

By carefully choosing your computer, printer, and wailing list
program, it is possible to write personal letters to everyone or to
some defined group in your electronic data file. Consider the impact
this might have on mesbership renevals, fund-raising appears, or calls
to action on legislative wing list includes the general things a file
management system can do.

Depending on the file management system available it could do all
or some of the follcwing:
1. Store records and permit quick access to individual records or
groups of records.
2. Produce different types of reports based on individual records.
3. Print different types of mailing labels for each data base.
4. Perform arithmetic calculations such as additions, subtraction,

multiplication and division.
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5. Perfora rezslculation, make hardcopy, delete and merge materials
from different programs.

6. Merge form letters vwith wailing lists.

Afsot reading the epplications listed here and studying the reference
manusl with the microcomputer Leing used, think of ways child care
facilities in genersl can utilize file managesent in their dsy-to-day
operstion. Make & list and be prepared to breinstors regarding the

spplication of & file mansgement systam to child care sdministrators.

*

*
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Lesraing Experience &

Uaing the Pile Management Program

The student will:
1. Read the handouts and/or reference manual vith regard to the file
msnagement or data base being used and be prepared to discuss the
materials in ciass.
2. Reviev your own child care center operations snd decide on S or 6
"data bases" of homogeneous information that you believe would be
beneficial to meintain in & microcomputer. ‘List the neme of each ome
end briefly descride:

A. Why is it important?

B. Bow it would de used?

C. What kind of informstion would you vant from the data base?
3. For each "data bdase" iisted above, prepare s list of the “fields"
(data elements) of information that you believe should be in that data
base end indicate how many "charac.ers" long each field should be.
4. Some "fields" are "key fields" on which you would want to "sort"
records to obtain needed information and other fields are information
fields only to be printed out or displayed vith the key fields.
Indicate on each iist of data elements prepared above, those data
elesents or fields you consider “key" by placing an asterisk (*) before
those fields.
5. Turn responses to questions 2, 3 and & in for checking at the

beginning of the next class.
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NOTES:

1. This lesrning experience is important to the understanding of the

remsinder of file mansgement. Return to the reference manusl or

handouts and reviev the material on 'fields, key fields, sorting end on

vhich fields sorting can be done in the file management progres being

used. It is very importent that this is understood before proceeding to

the next learning experience.

2. 1t is suggested that the student go bdack and review this sectionm

before proceeding to tha next lesrning experience.




Learning Experience §

Create a Data Base of Children and Run Reports

ik dedekehekkode

The student will:
1. Use the file management program to create a data base of children.
2. Make a hard copy of the data base.
3. Expand file and add 5 new children to the data base.
4. Run a report of the address list by zip code of the children in the
four-year-old-class. (Hint: Can this be done? Why? Why not?)
5. Design a new report from the children data base. Content of this
report will be of student's own choice. Report should have "Title, Date
and Page Number" in addition to actual &ntn. Also use "Record Number"
in the report format. Possible reports include:

Monthly Immunization List

Birthday List

Address List by Zip Code

Emergency Contact List
6. Run the report. Prepare a hardcopy printout of both the format and
the actual report. Bring these to class for discussion and checking.

Frdedr dedede e de e de

Procedure:
l. Review Learning Experience 4:
A'list of fields was created and the number of spaces needed for each

fiel' was determined. "Key fields" for sorting purposes were
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established. This material was checked for accuracy by the student and

instructor. Double check the fields for sorting.

2. Study the reference manual for the file management program being used
(or handouts from instructor). It is important that the student
un&erltand how to use the file management program for the microcomputer
being ut‘*\ This will require careful study of the reference manual
and/or hando::s vith regard to the specific program.

3. Enter the file management program being used by keying in the
appropriate command to the microcomputer. Going through the steps as
part of a lab experience in class will help in learning the technique.
4. Create a data a base for children by imputing the data on the
children being used for this experience. Béginning in the lab, under
supervision, is suggested. The child care administrator can use one of
the the following: (Choice is at the discretion of the instructor)*

A. Use data from the administrator's child care setting. If thit
procedure is used, records containing the information with regard to
children will be needed. (A sample of necessary records is included in
the instructor's manual)

B. Use the data base provided with the pilot program and found on
the master diskettes available with this program. (40 records are
included)

5. Run reports using the data in the data base as assigned.
*Time required of this learning experience will be dependent upon the

data that is being used.
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Learning "xperience 6

Create a Data Base of Staff and Run Reports

i dedrde ek kk

The student will:
Use the file management program to create a data base of staff.
Make & hard copy of the data base.
Add 4 new employees to the data base.
Terminate 2 of the employees.

Make a hardcopy of their records after termination.

Prepare a report from staff records including:

A. Last name

B. Job Title

C. Next Evaluation

D. Training Hours Completed

. Print out report and bring to class for discussion and checking

Fededrdede ol e o o o

Procedure:
l. This learning experience involves practice in applying what was
learned in Learuning Experience 5.
2. Review the steps used in creating the "Children" data base.
3. Create a data base of staff. The child care administrator can use
one of the the following: (At the discretion of the instructor)*

A. Use data from the administrator's child care setting. If this
procedure is used, records containing the informatiom with regard to

staff will be needed.




B. Use the data base provided with the pilot program and found on
the master diskettes available with this program. (12 records are
included).

4, gtint out reports as assigned.

NOTES :

*Time required of this learning experience will be dependent upon the

data that is being used.
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Learning Experience 7

Merge File Management and Word Proceaciq; Documents

b2 2 2 2.0 02 2

The student will:

l. Prepare a form letter using the sample provided.
2, Merge the letter with the "Children" data base.
tricdrieidekdrhk
Many microcomputers have the capability of merging one program

wvith another. The student needs to check the programs being used to
determine if this capability exists. 1If the Qicroconputer has the.
capability:

A. A letter can be prepared using the word processing program.

B. A data base can be prepare? using file management

C. The two can be merged, sending the letter to all or a selected

number of the names.
Procedure:
1. Carefully follow the instructions in the file management program and
word processing program being used to merge a letter with a list of
parents and guardians.

2. Precise input is necessary in preparing the form letter.

3. Select the parents to receive the letter.

4. Type labels for those parents selected using the file management

program if it has this capability.* 1f the file management program

being used does not have label making capabilities, type envelopes for at

least two of the letters using the procedure learned in word processing.
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NOTES:

ll *Supplementary activity to enhance learning. This actiivity was not
included in pilot progres because of time constraints, but is a
lug;e-ted‘procedure.

2. It is suggested that the ttu;ent take the pretest as a post test to
evaluate learning.

3. A finsl project might entail putting the records from the center
where the student is working on the & data base and completing one or

more form of the students.
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CHAPTER V

STUDENT'S RESOURCE GUIDE

USING THE ELECTRONIC SPREADSHEET FOR CHILD CARE ADMINISTRATIVE TASKS
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Chapter V

Using the Electronic Spreadsheet for Child Care Administrative Tasks
Purpose:

The purpose of this chapter is to tesch the use of the electronic

spreadsheet progrem and to indicate some of the major uses of this
software package for child care administrators. The students will be
expected to use the glectronic spreadsheet program available to them in
completing the learning experiences in this text.

Instructions specific to the microcomputer used in the research
project are included in the teacher's manual (VISICALC PROGRAM by
Software Arts, Inc. for the Radio Shack TRS-80 Model III and 4).
Objactives

After the completion of this chapter it is expected that the
student will:

1. Tell what a spreadsheet is and explain how an electronic

spreadsheet can be used by a child care administrator.

2. Explain how the electronic spreadsheet can be used in the

individual's own child care situation.

3. Explain the terminology used on the electronic spreadsheet in

general and the terminology specific to the spresdsheet program

for the particular microcomputer being used by the student.
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4. Demonstrate tha ability to use a microcomputer to complete the

learning experiences contained in the student worktext.

5. Develop a pian to effectively use the electronic spreadsheet
program io one's own child care situation including training

appropriate staff in the use of this program.




Learning Experience 1

Pretest on the Electronic Spreadsheet

The student will:
Answer the following questions before studying the material in
this chapter. If you do not know the answer simply write "don't know."

Please use ink.

1. Explain in your own, words what is meant by the term "spreadsheet.”

2. List and explain the advantages of an electronic spreadsheet over

the "old fashioned" paper and pencil method.

3. When purchasing a microcomputer why would you want to first com-

pare spreadsheet programs?



4, List and explsin the WINDOW commands for a spreadsheet program.

5. How are column widths adjusted on an electronic spreadsheet?

6. What steps are necessary to format the screen display?

7. How can titles be fixed for both rows and columns on the electromic

spreadsheet?

8. What administrative tasks at your own center can be more easily

handled by using an electronic spreadsheet?
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Leerning Experience 2

An Iltro‘ucfion to the Electronic Spreadsheet

T Aheey

The student will:
1. Read the following materisl regarding the use of the electromic
spreadsheet and be prepared to discuss it is class.
2. Use the supplementary reading list to increase one'c knowledge
of the electroaic spreadsheet snd its business applications for

a child care center.

Introduction 3
The term "spreadsheet” comes from the field of accounting. It is
nothing more than the large sheet of paper used by bookkeepers and
accountants to do financial planning. The spreadsheel is actually a
financial modeling tool. The electronic spreadshect repiaces the
accountant's columnar pad, pencil, and calculator. Thus, in some ways,

the electronic spreadsheet program is to these basic accountancy tools

vhat the word processing program is to the typewriter.
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The electrosic spreadsheet program looks very much like the old
columnar pad, but it is much larger--too large to see but & small
portion of it on the vievscreen at sny one time. While the spreadsheet
sakes it drematically essier to create, edit, and use financial wmodela,
there are many othar uses of the electronic spreadsheet as far as the
child care sdministrator ia concerned. What en electromic spreadaheet
can do is limited only by the built-in parametera of the program and
the creativenesa of the uaer.

The electromic apreadsheet, like its paper counterpart, comaiats
of a series of rovws and columms. Typically, there are 254 rows aad 63
columns. This means that a fully utilised electronic spreadsheet, even
io ite simpliest form contains 16,002 entry positions (there are wmore
advanced, complex forms available that would probadly not be needed dy
the usual child care facility.) What this seans for the uaer is that
even the more simplier versisns of the electronic spreadsheet contain
enough useable memory for the necessary applications needed by the
child care administrator.

‘The History of Electronic Spreadshests

VisiCalc wvas the firat spreadsheet for microcomputers. This
softwvare progras was introduced in 1978. VisiCalc has become the most
popular computer program of all time. Like so many inventions, the
Visicalc prog-sm was developed because one person was fruatrated vith
the usual way of doi;g a cask. In 1978, Robert Frankston was a student

at Harvard Business School in Cambridge, Massachusetts. He wvas
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frustrated by the tedious task of analyzing business cases—three a
night for five nights a week. Much of his analysis involved the
preparation of intricate, extensive financial analysis. Frankston
joined with his friend, Dan Bricklin, who was a computer programmer.
Together they formed the Software Arts Company and began to develop the
very first electronic spreadsheet. A third student, Dan Fylstra,
obtained the rights to market the product and founded a company now
called VisiCorp, after the company's most famous program. That very
same year, in 1978, the program was offered to the public.

Not too long before the VisiCalc progr;n was offered to the
public, the Apple II microcomputer became available. (Just for your
general informatiog, the Apple I microcomputer was introduced in kit
form. Very few Apple I microcomputers were sold; actually only about
500 of them!) With a user-friendly uicrocomputer--one you did not have
to put together yourself—and the electronic spreadsheet program, the
microcomputer became for the first time a truely useable small business
tool. Here, then, was a legitimate business use for the desktop micro-
computer. This is not to take anything away from the microcomputer as a
word processor, but sophisticated typewriters can do much of what the
simplier word processing programs can do. Considering the basic cost of
a microcomputer, it is important that it be able to do more than just
replace the typewriter; it must truly be a business management tool.

And that is what the electronmic spreadsheet is all about.
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There are a variety of advantages to the electronic spreadsheet,
even over th; financial analysis programs that were first available for
the mainframe computers. First of all, the electronic spreadsheet is a
visible calculator (hence, the name of the first such software
program—VisiCalc). The model allows one to enter data and assumptions
(mathematical formulas as well as logic statements that would be
"if...then...else" logic (also known as Boolean functions).

The electronic spreadsheet has many uses in child care
administration. This chapter will only cover a very few of them. To be
covered in this chapter will be the use of the electronic spreadsheet
for Proposed and Actual Budget manipulations and Menu Planning. As the
student becomes familiar with the electronic spreadsheet program,

numerous other uses will also occur.
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Learning Experience 3

The Electronic Spreadsheet: How it Works

Purpose:

The purpose of this learning experience is to assist the student
to develor the Fnovledge and skills to begin using an electromic
spreadsheet. The student will use the microcomputer and software
spreadsheet program available. The instructor will provide the
appropriate handouts to allow completion of the learning experience.
Objectives:

After completion of this learning experience, the student will:

1. Identify the steps necessary to set up the equipment for use

with an electronic spreadsheet program.

2. Review the procedures necessary to BACKUP a program diskette

and FORMAT a blank diskette to use as a data diskette.

3. Identify the parts of the electronic spreadsheet screen and

tell what each part is for.

4. Demonstrate the ability to move the highlight cursor from one

cell to another either by scrolling or by use of the GO TO

command.
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The Basic -Electronic Spreadsheet

Figure 1 provides a representation of the electronic spread-
sheet .The one shown here is from the VisiCalc program, but most
spreadsheets will look much the same. The first three lines of the
Screen make up the control panel. Following is a short explanation of
each of these lines:

1. The entry contents line: This is the top line on the screen and
will always show right where the cursor is placed. Whea the
program is first loaded into the microcomputer, the
position or coordinate label "Al" will appear on the
entry countents line.

2. The prompt line: This is the middle line on the comtrol

panel. On the left will appear the name of the command that is
currently being displayed. This prompt name will be followed
by a series of alphabet letters preceeded by a colon. Each
letter stands for a choice offered by the program at that
point. The control panel is said to be "clear" when there is
no prompt on this line.

3. The edit line: The third line of the control panel will
display each character one types or points to with the
highlight cursor.

Just below the control panel is the WINDOW of the electronic

spreadsheet. Remember that the spreadsheet is much, much too large to

see but a portion of it at any one time. The window looks on a portion
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of the entire spreadsheet. Across the top of the window is a border
interspersed with alphabet letters. Each letter is a column heading. In

\
the VisiCalc version of the electronic spreadsheet there are a total of

63 columns labeled A,3,C,...all the way to BI,BJ,BK. Dowa the left side

of the window is a border of numbers. These numbers serve as headings

for each of the rows.
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THE BASIC ELECTRONIC SPREADSHEET
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The intersection of each column and row defines an ENTRY POSITION.

For example, on Figure 1, mark the entry position B4. The place
identified--B4- is called the ENTRY POSITION COORDINATE, or simply the
coordinate.

When the electronic apreadsheet program is properly loaded into
the microcomputer, then one can see & set of flashing brackets that
highlight the first entry coordinate, Al. This flashing bar is called
the HIGHLIGHT CURSOR, or simply the cursor. When information is entered
into the program it will appear inside the flashing cursor.

System Setup for Using an Electromic Spreadsheet

To use an electronic spreadsheet program ome needs the following:

* A microcomputer will 48K of RAM and two disk drives.

* An electronic spreadsheet program compatible with the micro-
computer being used. The instructor wsy ask you to make a
backup of the program diskette.

* A blank diskette for data storage if one is not provided by
the instructor. Remember to format the blank diskette so
that it will work with the microcomputer being used.

* A printer is also necessary if hard copies of the data
are to be made.

* Follow the instructions provided by the instructor for

loading the progrem into the microcomputer.

Stu-v-13

‘ 171




Viewing the Electronic Spreadsheet

The viewscreen displayed after loading the electronic spreadsheet
program should look similar to that in FPigure 1. The viewscreen has now
become a windov into the microcomputer's memory. Remember that you are
only viewing a small portion of the entire electronic spreadsheet.

Now, look at the coordinate on the screen where column A and row 1
intersect. This is coordinate Al. Notice that the program prints this
coordinate on the upper line of the top border of the sheet. Look down
to this coordinate position within the spreadsheet. There should be a
set of flashing brackets which are highlighting the coordinate Al. This
set of brackets is highlighting the entry position and is called the
highlight or cursor. One always writes on the electronic spreadsheet at
the coordinate position marked by the curscer. Think of it as the point
where a pencil would be on a piece of paper. This cursor can be moved
in one of four directions: up, down, to the right or to the left. List
below the user keys needed to move the cursor accordingly:

* To move the cursor to the right:

* To move the cursor to the left:

* To move the cursor down the page:

* To move the cursor up the page:

Now practice moving the cursor around the entire electronic spread-

sheet. Move the cursor to the following coordinates: F5, Cl2, D7.
Move the cursor to L9. Notice that the "window" now shows a different

set of columns at the top of the spreadsheet. Move the cursor to K56.

Stu-v-14

172




Again, a nev "windov" appears because the cursor has moved down the

spreadsheet to row 36 which could not be viewed on the originai window
that first appeared vhen the program case up on the screen.

There is an easier way to move the cursor than by scrolling which
vas vhat wvas done in the exercise above. That is by use of the GO TO
command. List in the space provided the user key wvhich allows one to
obtain the message GO TO on the prompt line: + Make sure that
the cursor is at the coordinate Al. Next type in the coordinate BK254.
This is the very last coordinate on the electronic spreadsheet for the
less sophisticated programs. Now press the ENTER key and notice what
happens. The highlight cursor rapidly moved to the position BK254. What
you have done is to use the prompt line and the edit line to move the
cursor without having to scroll throughout the entire spreadsheet to
find &' distant coordinate. Practice this skill until you can easily
move the cursor around the spreadsheet either by scrolling or by using
the prowpt lioce command GO TO. 1f, by chance, a wroug key is hit and
either the word "Value" or "Label" appears on the second line of the
control panel, do not panic. Just find the user key for the BREAK
cownand and the unwanted word will disappear . Then you can return to
the exercise of becoming familiar with moving the cursor.

Besides scrolling within the window that one is using, it is also
possible to scroll throughout the entire electronic spreadsheet.
Merely hold down the user key which allows one to move the cursor to

the right. What happens? The cursor moves to the right as long as
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one holds down this key until the very eand of the spreadsheet is

reached. The other user keys can alsc be used to scroll in their
various directions.

What happens if coordinate data is entered that is nonexistent?
Press the user key for the GO TO command. Now enter the coordinate
position AD489. Write down in the space provided what happened and hév

this is useful to you:
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Learning Experience 4

Eatering Data on the Electronic Spreadsheet

Putgoce

The purpose of this learning experience is to assist the student
to become familiar with entering data onto the electronic spreadsheet.
The instructor will provide handouts specific to the microcomputer and

softwvare being used by the student.

Objectives: After completing this learning experience, the student will
be able to:

l. Enter labels on the electronic spreadsheet.

2. Enter values on the electronic spreadsheet.

3. Enter formulas on the electronic spreadsheet.

4. Develop skill in correcting errors in data entry.
5 Develop skill to replicate formulas, labels, numbers,

etc. across rows and down columns.
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So far, the electronic spreadsheet has remained empty while skill
was developed in becoming familar with the viewscreen and moving the
cursor around the window as well as the entire spreadsheet. Now it is
time to enter data onto the spreadsheet.

It is important to always begin with a clear spreadsheet. In the
space below write in the command sequence that will allow one to wmake

sure that the sheet is clear and that the cursor is in position Al:

The command sequence allows one to clear the spreadsheet, but it also
asks wvhether or not one wants to clear the sheet. The program is
written to provide the necessary prompts to prevent the user from
loosing data already entered onto the spreadsheet. With the highlight
cursor at position Al, type in capitals the word SALES. Stop and look

at the screen. What word has appeared on the prompt line?

This word indicates that an alphanumeric message has been entered into
the program which will not be used in calculations. Note also that the
word typed into the program, SALES, appears on the edit line, followed
by the edit cursor. The edit cursor indicates that one can still use
the edit line to backup and correct any mistakes or to erase the data
entered. The instructor will provide the student with a handout for the
cgnmandt used to backup the edit cursor or clear the entry for the

softwvare program being used. Study this handout now so that any errors
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in typing can be corrected before informstion is actually entared omto
the electronic spreadsheet itself.

1f the word SALES appears correctly on the edit line, then it is
now time to enter this word onto the electronic spreadsheet. What user
key is used to enter information onto the electronic spreadsheet? Write

that key in the space provided: . When the appropriate

key is pressed to enter information onto the spreadsheet, then the
information on the edit line and prompt line disappears and the ;utsor
moves to coordinate Bl.

Suppose that as the director of a child care ceuter you have
published a small book of activities for pareants to do at home vith
.thcit children. Your first month's sales were $100. Nov type in the
sales amount of 100 ( since this is a dollar value, it is not necessary
to type in the symbol "$"). What vord apprears on the prompt lize?

Write that word in the following space: . This word is

the one used by the electronic spreadsheet to indicate that a number or
formula has been entered into the program. On the edit line is the
nuaber "100" which is followed by the edit cursor. Notice again that
nothing has appeared on the spreadsheet itself. Everything has been
happening on the edit line. If the correct information appears on the
edit line then press the key used to enter the infurmation on the

spreadsheet. Write down exactly what happened on the screen:
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THE BASIC ELECTRONIC SPREADSHEET

Cl (V) 1+B1 (This is the entry contents line.)
Replicutc N=No Chenge, R=Relative Change (this is the prompt line)

C1: 1: i+B1 (This is the edit line.)
A ‘-B_C—D_ EE -
1B sauss 100 101
28 cost 60
3 cross 40
4
5
6
7
8
2]
10
I
12
Figure 1
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Several things should have been noted when the key to enter
information was pressed. The prompt line and edit line disappeared and
the number 100 appeared on position Bl. The top of the screen should
now read something like Bl (V) 100. This is the ENTRY CONTENTS LINE. It
gives a full explanation of the contents written in the entry position
highlighted by the cursor.
The entry content line gives three types of informationm:
1. The coordinate position of the information
2. An indication of whether the information is a label or a value
3. The information statement itself.
Move the cursor to the coordinate Al. Note the ianformation that
appears on the entry contents line for this coordinate.
Now move the cursor to position A2 and type in the word COST in
capitals. Press the key which will move the cursor to position B2.
Notice that the word COST appeared on the spreadsheet at position A2
while the cursor moved to position B2.
Suppose that the COST of producing the parent manual is to be 60X -
of the amount for SALES. Now it is time to eanter a "formula”. ;
In order to enter a formula it is necessary to use the keys which

indicate the basic arithematic functions of addition, subtraction,

multiplication and division. In the space provided below, indicate
which user keys are used for the following functions:

Addition:

Subtractioa:
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Multiplication:

Division:

|
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In the example provided, the "*" sgymbol is used to indicate

multiplication. Now enter the formula .6*Bl. This information should
now appear on the edit line. If it does not, then use the CLEAR command
and type in the correct information. On the entry contents line
something like B2 (V) .6*Bl should appear which means that at position
B2 on the spreadsheet will appear the result of multiplying the anumber
at Bl (which was 100) by .6 or 60 percent. Now press the enter key and
the result of this formula will appear on the spreadsheet. Sixty
percent of 100 is 60; this number should now appear on thg spreadsheet.
Move the cursor back to position Bl. Change the amount of SALES by

entering the value 200. Write down what happened to the screen:

The number in the cursor changed from 100 to 200. Because a formula was
entered in B2 which used the number in Bl, the number opposite COST
also changed. Sixty percent of SALES, which is now 200, changes the
COST to 120. The COST remains 60 percent of SALES.

Move the cursor to B2 and note that the formula is still there.
Now, however, the electronic spreadsheet uses the new information for

SALES so that the formula .6*Bl becowmes "60% of 200."
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Move the cursor to coordinate A3 and enter the word GROSS in
capitals. The gross profit from the sales is expressed by the formula
“"sales minus cost.” Ou the electronic spreadsheet, this would be
represented by Bl-B2. But remember, when an entry begins with an
alphabet letter, then the programs accepts it as a label and not a
value for calculation. In order to get the program to accept the
formula "B1-B2" it is necessary to begin with something other than an
alphabet letter. With the cursor at coordinate B3, type in the formula
+Bl-B2. Because a symbol other than an alphabet letter started the
formula, the program now will accept this information. If the
information on the edit line is the correct formula eanter it into the
program. What happened? The difference between SALES and COST now
appeared at coordinate B3. The number should b~ 80.

For further practice at this point change SALES to 600 dollars.

What happened to the rest of the screen?

Now change the formula at B2 to be 40 percent of Bl. What happened to

the screen?
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Remember that up to now, the spreadsheet program would call
anything starting with an alphabet letter a "label" and anything

' But suppose that one wishes

starting with any other symbol a "value.'
to begin a label with a symbol other than a a letter of the alphabet.
This is possible if the correct user key is pressed before beginning to
enter the information. Suppose that instead of GROSS for the label at
the coordinate A3 one wishes to use —GROSS-. Each electronic
spreadsheet program has a user key that allows one to beéin a label
with a symbol other than a letter of the alphabet. Check with your
instructor or the program manual to discover which user key will allow
one to begin a label with a symbol other than an alphabet letter. Enter
the user key description here: . Now put the cursor on

coordinate A3 and change the label GROSS to -GROSS-.

Replicating Formulas

Look at Figure 2 and correct the spreadsheet screen to duplicate
the one pictured there. This screen shows sales, cost and gross profits
for only one month. (That is, only one time period is shown. It could
be a quarterly statement or a year.) Suppose one wants to project those
figures for an entire year. Further suppose that profits are expected
to increase by ten percent a month. Press the correct user key to move
the highlight cursor to Cl. Type in the formula 1.1*Bl. This formula
means that in Cl will appear the sales for the first month plus ten
percent of that amount. Check the edit prompt line to make sure that

the formula has been correctly typed. Enter the formula into the
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spreadsheet. The number 110 appears at coordinate C1 on the

spreadsheet.
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THE BASIC ELECTRONIC SPREADSHEET

REPLICATING A FORMULA

C1 ) C
Replicate: Target range 17
ci...Ci:D1...H1

A I B C N D EECEN -

SALES 100 110 121 133.1 146.41

el

2B cosT 60
3P cross 40
4
5
6
7
8
9
10
11
12

Figure 3
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Now suppose that one expects profits to increase by ten percent
for each of the next ten months. Ome could enter a formula at
coordinate D1 that reads l.1*D1. However, then a separate formula would
have to be created for each of the next ten months. Too time consuming!
A better way would be to REPLICATE the formule and that is what is to
be done next.

Put the cursor on the coordinate Cl. Next one needs to get the
replicate command to appear on the prompt line. Check with your
instructor or the electromic lpre;dcheet program manual to learn which
command sequence will call up the "replicate” command. For the VisiCale
Program the slash mark or "/" is the user key that will bring up a
sting of capital letters on the prompt line. By next pressing the
"R" the prompt line will appear which shows the following: Replicate:
Source range or ENTER. On the edit line is the coor&inate which has the
cursor, the Cl position followed by a dash. Press the key to ENTER the
source as Cl (the source is always where the cursor is placed.) Now the
prompt line should read Replicate: Target range. The edit line should
nov indicate the following: Cl...Cl:. This statement indicates that the
formula is to be replicated only for coordinate Cl. One needs to enter
a target range. Since, in this case, the formula is to be spread over a

twelve month pericd, what column will indicate the twelfth month?
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Write here the coordinate which will end the target range:

I1f calculations were correct, then the correct iar;ct range
coordinate was noted in the space above. The appropriste end for the
target range is Ml. Check the spreadsheet screen to note that Ml marks
off twelve months. Now enter Ml by moving the cursor to that position.
Look to see that the edit line now reads Cl...Ml. The cursor has jumped
back to the source coordinate which is Cl, but the prompt line has

changed. What does the prompt line now read:

The prompt line now should indicate something like this: Replicate:
NeNo Change, l!Rclativc. By prassing "N" one gets the exact formula
replicated and Bl remains a constant of 100. But this would not show
that sales have incressed by ten percent each month. So, what is needed
here is a “"relative" change. This means that the formula for Dl would
use 110*1.1. This would then give the figure 133.10. Thus, the
coordinate Bl is relative to the position of the formula. The computer
has been told the following: Take the last sales figure and increase it
by ten percent. If the formula was entered with "no chaage", then for
each month the 100 would have been a constant. Since what is wanted is
for the sales to increase by ten percent each month, the formulas
across the range would read: 1.1*Bl, l.1*Cl, 1.1%Dl...1.1"M].

The source range and target range have been properly entered into

the program. The prompt line asks for either no change or a relative
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change in the formula. Press the appropriate key to get the relative

formula. Watch the screen carefully. Describe what has happened in the

space provided below:

Put the cursor on the coordinate Cl and note the formula that
appears on the entry contents line. Slowly move the cursor through all
the coordinates from D1 to Ml and note the formulas that sppear on the

entry contents line. What change in the formula indicates that a

"relative" formula was used?

Now review the steps for using the REPLICATE command. Fill in the

blanks in the steps below:

1. Put the at the first entry position in the

range one wants to

2. The user key which will begin the REPLICATE command is
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The prompt line will then read

Press to set the source range.

Enter the " range as the final position for

replication of the formula.

The prompt line now reads

7.

For each coordinate in the formula either press or

depending on whether the coordinate should remain

unchanged, or intsrpreted as relative to the position of each

copy of the formula.

It is also possible to replicate a range of formulas. That is, one

can replicate more than one formula at a time. Check with the

instructor for a handout on this procedure or read the manual which

accompanies the electronic spre:isheet program being used.
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Learning Experience 5

Adjusting Column Widths

S a s it
Purpose:
The purpose of this learning experience is to assist the student

to become familiar with the coumand necessary to adjust coluan widths

on an electronic spreadsheet.

Objectives: After completing this learning experience, the student
will:
1. Develop the skill to adjust column widths as needed.

dekededrkdede ik

Load the electronic spreadsheet program and with the cursor at
coordinate Al, type in the label "ORANGE JUICE." Enter this label into

the spreadsheet. How does the entry contents line differ from what is

now showing on the spreadsheet at coordinate Al?

The entry contents line reveals the complete word "orange juice,” but

the coordinate only allows one to view the first few letters of this

item because the cursor is set on a column width of that many spaces.
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It is possible to adjust the column v{dth. however. This is done by
calling up a global command for setting a cqlu-n width. For example, in
the Visicalc Program produced by Softwsre Arts for the Radio Shack
TRS-80 Model III and 4 microcomputers, the column width can be as wide
as sixty spaces.

Now, move thc cursor to coordinate A2 and type in the number
987233.8007. Enter this pumber into the electronic spreadsheet. Notice
vhat happens on the entry contents line and at the coordinate A2 on the

screen. How are the two numbers diffcrcnt.}

It is important to note that although only a portion of the number is
revealed at the coordinate, the entire number is stored by the program
and is used in any calculations involving that number.

In the space provided, write in the command sequence which will

allow one to display on the prompt line the options for modifying

column widths:

Now, write down the prouit wiich appears vhen the command is entered:

Use these commands to obtain a column width sufficient enough so
that the entire word ORANGE JUICE appears within the highlight cursor
vhen "orange juice" is entered into the spreadsheet. What column width

had to be selected?
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For the less cophisticated electronic spreadsheet prograas the
column width command is a GLOBAL COMMAND. This mesas that whatever is
doue will affect the entire window or sheet. Thus, for many
spreadsheets, it is prot possible to have varying columm widths on a
single spreadsheet. Tharefore, it is necessary to select the column
vidth thar will display the information in the most appropriate form.

Practice displaying column widths of various sizes. Display a
column width of: &, 23, 60, and 10.

Ia the space below, write down the necessary st3ps to modify the

vidth of the columns on the electronic spreadsheet being used:
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Learning Experience 6

Understanding the Storage Command

Purpose:

The purpose of this learning experience is to familarize the
student with the functions of the storage command used by an electronic
spreadsheet program.

Objectives:

After completion of this learning experience the studeant will be
able to:

1. Explain the purposes of the storage command for an electronic

spreadsheet,

2. Demonstrate an ability to save a current spreadsheet and load

the saved sheet back into the microcomputer.

3. Demonstrate an ability to appropriately name a file for stor-

age.

4. Demonstrate an ability to quit a spreadsheet and delete a sheet

one does not want to store,

o a2 a2 s s 2]
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An electronic spreadsheet will have a STORAGE command which will

allow one to do the following:
l. Load a file previously developed into the microcomputer
2. Save a file that one has developed or has been working on
3. Delete a file that ome no longer wishes to save
The specific keystrokes for the operations mentioned above are
different for each spreadsheet software program. In the spaces
provides below write in the keystroke sequence which correspond
to the following commands:

a. To obtain the STORAGE command prompt type

b. With the storage prompts displ{yed on the prompt line, enter

the keystroke to LOAD a previously saved

program. Then ENTER the file name.

c¢. To SAVE a program one has beed working on, type in the

keyzsroke and ENTER the file name.

When an electronic spreadsheet has been saved on a diskette it is
called a FPILE. Each file must be assigned a unique name in order to
recall that file. It must be unique to the diskette on which it is
filed. When one saves a'file to a diskette, then the file name and the
"address” of where the file is located on the diskette are both stored
on that diskette's directory. IF ONE USES A FILE NAME THAT HAS BEEN
PREVIOUSLY USED ON THE SAME DISKETTE, THEN THE NEW FILE WILL BE WRITTEN

OVER THE OLD FILE. If the two files are completely different, then the
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first file will be lost. The first file will be erased and replaced
with the new file of the same na;e. However, if a previous file has
been loaded into the microcomputer and'new information has been added,
then one will want the new file to replace the old file. If one wants
to save both files, then the new file will have to have a new file name
different from the original file.

It is necessary to have a VALID file name. Written into the
electronic spreadsheet program is the conditions for a valid file name.
These conditions must be followed if the program is to accept the file
name. Otherwise, a message such as "in;alid file name" will appear on
the prompt line. The instructor will supply the studeant with a handout
that explains the characteristics of a valid file name.

Finally, when saving a file from an electronic spreadsheet, it is
important to save the file on the appropriate diskette. Usually two
disk drives will be used. One disk drive will include the electromic
spreadsheet program. The other will be called the data diskette. When
saving a file, one must add to the file name the disk drive where the
file is to be stored. Check with the instructor to determine what
keystrokes will save the spreadsheet on the data diskette.

If there are several files stored on a single data diskette, the
electronic spreadsheet program will usually have a way for one to
scroll through the directory. Then one merely stops at the file name

that is to be recalled to the screen. In the space provided below
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write in the keystroke command which will allow scrolling through

existing file names in the electronic spreadsheet program being used:

Now, obtain a data diskette from the instructor which includes
several files and practice scrolling the directroy and loading various

files. Then make sure to save those files again on the data diskette.
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Learning Experience 7

Developing a Budget and Manipulating the Window Display

Jrrdrdciriededek

Purpose:

to de

prorg

The purpose of this learning experience is to assist the student
velop the knowledge and skills to use an electronmic spreadsheet
am to develop a budget and manipulate the window by splitting the

screen both horizontally and vertically.

Objectives:

Intro

devel

After completing this learning experieace, the student will be
able to:

1. Load a program from a data diskette

2. Fix program titles either horizontally or vertically

3. Justify a column or row either to the left or right

4. Split the screen either horizoatally or vertically

5. Enter data in a budget

duction
One of the primary purposes of an electronic spreadsheet is to

op a budget or wmanipulate an actual budget. Some of the larger
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electronic spreadsheets can be used to produce a budget that requires
almost a thousand columns and rows! A spreadsheet of ghat size and
complexity would hardly be needed by the usual child care business
operation, however.

The value of using an electronic spreadsheet for budget projection
and storing the actual budget should be rather obvious by now. In
developing a planning budget, changes can be made that might affect
other portions of the budget. These changes will occur automatically if
appropriate values and formulas have been correctly entered at the
appropriate entry position coordinates.

For this exercise, the instructor will supply the ltudeng with a
data diskette which contains a planning budget and an actual budget. A
handout will also be supplied to the student that will allow completion
of this exercise. Remember to follow the steps carefully. Before
entering any information into the electronic spreadsheet, check the
entry contents line to make sure the correct information has been keyed
in. If an error has been made, then remember to clear that information
and retype the correct information before entering it into the
spreadsheet. If incorrect information has been inadvertly entered into
the spreadsheet, then use the appropriatg keystrokes to clear that
entry position and begin again. The student should have a handout which
explains the commands for clearing an entry position. Keep that handy

for ready reference.
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The steps printed below should be carefully followed to complete
this exercise: .

1. Load the pt;gt:m and data diskettes into the appropriate disk |
drives,

2. Enter the command to load the file which contains the actual
budget. The instructor will supply the name of the file to be
entered.

3. The screen should now look like that shown in the figure on the
following page. Scroll through the entire budget and note the
information in the entry contents line for each coordinate.

Freezing Horizontal and Vertical Titles

It is not possible to view the entire budget without scrolling to
the end of the budget to view the items TOTAL and PERCENT. At one
point in the scrolling process all one is able o see is a series of
columms of figures. Without the titles these figures do not seem to
mean much. To keep in mind what the figures on each row actually mean,
one can "“freeze" the titles so that they will always remain in the
first column on the left hand side of the window of the spreadsheet.
The instructor will provide a handout that will explain the process for
freezing titles both horizontally and vertically. Use that handout to

complete the next part of this exercise.

Stu-v-41

193




- - -

THE BASIC ELECTRONIC SPREADSHEET#dsriiririias
**x%%*TITLES IN COLUMN A ARE FROZEN IN PLACE

A IR B C N D 5T N R

; MONTH JAN FEB MAR TOTAL PERCENT
2 1800 « 1800 1300 21600

5 480 480 480 5760 0.27
6 30 30 30 360 0.02
7 75 75 75 900 0.04
8 210 210 210 2520 0.12
LS 24 24 24 288 0.01
10 60 60 60 720 0.03
11 15 15 15 180 0.01
12 200 200 200 2400 - 0.11

In this example, the titles in column A are frozen in place
so that both the totals and the final two columns, TOTAL and
PERCENT can be viewed simultaneously.

Figure 4

Stu-vV-42




In the space provided, write in the keystrokes which will

display the prompt line for fixing or "freezing titles."

Write down each prompt provided by the command to fix titles

and explain irs wmeaning:

Using the information above, freeze the titles in column A and
then scroll across the spreadsheet until the last two column

display TOTAL AND PERCENTAGE. Notice that the titles in

column A remsin on the screen during the scrolling process.

. Now, freeze the horizontal titles. Then scroll vertically

up and down the spreadsheet and notice what occurs.

S. Unfreeze both horizontal and vertical titles and save the

program under its original file name. Check the previous
handout and follow the steps carefully. Be sure to read the
prompt line and follow the instructions given by the program.
For further practice, enter the file of th; planning budget and

go through the above procedure again.
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The Window Command

Often one may wish to compare rows or columns vhich are too far

apart on the electronic spreadsheet to be displayed in a single window.

For this reason, the electronic spreadsheet prograw has a command which
will allov the screen, to be split either horizomtally or vertically.

Thus, two separate portions of the screen can be vieved simultaneously.
In the space provided, write down the command which will display the

prompts for manipulating the window display:

Several possible selections can now be made. On the following line

wvrite down what each prompt is snd what it means:

Load the planning budget from the data diskette supplied by the
instructor. First scroll through the budget and note the entry contents
line for each coordinate. Then, using the proper keystroke commands,
split the screen vertically. First of all, make sure that the cursor is
on the coordinate El. Columns A, B, C, and D are nov on the left hand
side of the screen while columms E and F appear on the right hand side
of the screen. Actually both sides of the screen contain the entire

planning budget. Prove this by scrolling through the screen on the left




until it displays exactly the ssme information as is shown iu the
spreadsheet oo the right. In this exsmple, the value of the split
screen is to sllow one to see both the titles snd the final two columns
vhich contain totals and percentages of the planning budget.

Notice, howevsr, that the cursor remsined in the screen to the
left. There is a command which will move the cursor to the right side
of the screen. Write down the keystrokes that will move the cursor from

one side of s split screen to another:

Set both sides of the screen so that the left screen displays the
titles sad¢ She right screen displays coiulno N end O which coatain
totals and percentages, respectively. Suppose that you want to ecroll
dowvn both screens at the same time? This can be done using another
vindow command. In the space provided, write down the keystrokes that

will allow synchrocised scrolling either horisontally or vertically:

Practice this cuemand of synchronised scrolling with the screen split
vertically. What is the value of synchronized scrolling of a split

screen?

Finally, there will be s prompt that vill allow one to discontinue

synchronized scrolling. Enter that prompt keystroke here:
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Wow, practice the various window commsnds until fsmilar with them.

Quit the planning budget and enter the actusl budget. WNWotice that
this is an incomplete budget. Unter sppropriaie data to cowplete this
budget sad file it back om the data diskette. Change any information
alresdy printed on the budget. Make this as reslistic a budget as
possible for a child care center which serves thirty-five childven. You
vill need to determine what the profit margia is to be. In the next
exercise, s copy of both the planning budget and the actual budget will
Ve printed to obtain a "hard copy" of the data atored on the electronic

spreadsheet.
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Learning Experience 8

Printing from the Electronic Spreadsheet Program

kb drkheik

Purpose:

The purpose of this learning experience is to assist the student
to learn to print information entered on the electronic spreadsheet.
Objectives:

Following the completion of this learning experience, the student
will be able to:

1. Identify the command used for printing the electromic

spreadsheet.

2. Determine the printer characteristics necessary for printing

the electonic spreadsheet.

3. Use the printer command to print data from the electronmic

spreadsheet.

The two primary types of printers used with microcomputers are the
dot matrix printer and the daisy wheel printer. The dot matrix printer
uses a series of small dots to create each typed character. The daisy

vheel printer has a wheel of hard plastic that contains a single
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character on each spoke of the wheel. This type of printer will produce

a copy that looks as though it was typed on an electric typewriter.

Before beginning to print from any software program, it is
important to make sure that all of the equipneng is properly
connected. The printer will connect to the microcomputer by a special
cord. Make sure that the printer is supplied with paper properly fed
into the printer and that the printer is turned on before truning on
the microcomputer. As was mentioned earlier, this is to ensure that no
power surge goes through the microconpugor itself,

The instructor will make sure that the appropriate command has
been entered into the electronic spreadsheet program so that it will be
compatible with the printer being used. Check with the instructor to
learn how to cnter printer codes into the electronic spreadsheet
program for compatibility with the microcomputer and printer being
used.

Use the data diskette and the electronic spreadsheet program to
enter the file containing the planning budget. This is a completed

budget for a one year period. A hard copy of this budget will be

printed.
Haviag completed the proper set-up procedures, one is ready to

priat from the electronic spreadsheet. The electronic spreadsheet
programs print rectangle portions. First of all, one needs to position

the cursor where the printing is to begin. The enter the priant command.
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In the space provided, write in what print command is used in the

electronic spreadsheet: This command will bring up a

prompt line. For the less sophisticated electronic spreadsheet
programs, such as the earlier versions of the VisiCalc program, the
prompt line will indicate three possibilities. These are: File, Printer
or RS=232. The first prompt allows one to "print" to a diskette file, a
modem or other device. The printer and RS~232 prompt are for line or
serial printers, respectively. Check with the instructor to determine
wvhat the printer prompt commands for the program béing used mean and

enter that information on the lines below:

Now, enter the appropriate printer command. A prompt line will
appear. For the moment, ignore anything on the prompt line except the .
statment which requires moving the cursor to the lower right hand
corner one wishes to print. This can be done by either moving the
cursor to that position or typing in the correct coordinate.
The printer will now print the section marked off by the two
cursor positions. The best way to print a sheet that is wider than the

printer being used can accomodate is to print the material in ‘two
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sections. Then the two sections can be taped together to create a hard
copy of -the electronic spreadsheet. To do this, check with the
instructor for specific handouts for the printer and electronic

spreadsheet program being used.
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Learning Experience 9

Menu Planning on the Electronic Spreadsheet

Purpose:

The purpose of this exercise is to assist the student to use the
electronic spreadsheet for menu planning.
Objectives:

Following the completion of this learning experience, the student
will:

1. Demonstrate ability to develop a menu for one week for a speci-

fied number of children.
2. Produce a hard copy of the menu.
3. Describe the advantages of using an electronic spreadsheet for

wenu planning.

Introduction

One of the largelt-expcncec for a child care facility is food.
Most states set specific regulations concerning the percentage of daily
nutritional requirements that must be provided by & child care
facility. Food costs can be kept reasonable with proper menu planning.
One way to do this is to produce a series of seasonal menus (menus

which take into account lower prices because of seasonal availability




of certain produce). A series of such menus could be rotated on a basis

of, say, every five or six weeks. With the appropriate data entered
into an electronic spreadsheet program, any alterations could easily be
made.

Suppose the director of a child care center is used to serving 35

children, but expects to expand operations so that 56 children could be

served. For menus stored on an electronic spreadsheet, it would be a
very easy process to dete;uine how much extra fogd yguld be needed and
how much that food chould‘coct in ;h; coming ;;;t. """ -

Obtain from the instructor the data diskette which contains the
menu and load that file into the microcomputer.

Read through the menu carefully so that an understanding of each
column and row entry is developed. Note that column A provides a label

description of each food item. Column B indicates how many children are

to be served. In this example, the child care center serves thirty-five

children daily. Columms C and D need to be read together. These o

indicate the.portion and.description of the portion. Notice, that the

...AM SNACK consists of toast and orange juice. laéh child is to receive
one (poriton) slice -(description)  of toast and five (portion) ounces

(description) of orange juice. Columm E then gives the total volume for
each menu item. For example, thirty-five slices of toast are needed if
each of thirty-five children are to.tecieve a slice of toast for the AM

SNACK.
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Column F refers to the unit size in which items can be purchased.
Notice that the unit size for bread (from which the toast is to be
made) is tventy-six. The average loaf of bread containl'twenty six -
slices. Orange juice is to be purchased in the thitty-tvo.ouncg size. .

Now, put the cursor at E5 and notice the entry position line. A

forumla has been entered there which is +BS*C5. This tells the

electronic spreadsheet program to take the number in B5, which is the

number of children to be served, and multiply it by the portion sxzc,
which in this c;se is one slice. Thus, the volume (in this case, thc
nunber of slices of toast) is thirty-five. Scroll down column E and
note the formulas on the entry position line.

There is also a formula to be found at G5. That formula is
+E5/G5 which reads, "take the volume at E5 and divide it by the Unit
figure at F5." This will give the number of units that have to be
purchased to assure that each of thirty-five children receive the
portion stated in the menu. Scroll down column G and note the formulas

v,

included at each entry positiom in the menu.

-+ The final column.of the menu gives a deacription of.how each i?em )
can be purchased. Bread is purchased in loaves, orange juice in quarts,
etc.,

To complete this exercise, create a menu for the remainder of the

week. Be sure that the menu created meets the nutritional standards set

by the state '‘scensing agency. Change the "number served" to be the
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actual number served at the center where you are employed. 1If . staff
receive meals also, then be sure to include them in the menu planning

process.
Finally, print a copy of the complete menu and turn it in to the
instructor. On a separate sheet of paper include sny remarks that will

clarify the choices made in planning the menu for the rest of the week.

It is possible to'develoﬁ a'l;re conpléfé menu using the
spreadsheet that would also include the cost of the items to be
purchased, a total cost for the day's menu and & cost per child. This -
could be important information for the child care administrator who
must balance nutritional requirements with food costs.

‘With the menu loaded into the microcomputer, move the cursor to
column I and title this column ACTUAL QUANTITY (an abbreviation will be
necessary to have the title fit in the space provided). Then title
columm J COST PER QUANTITY (to have the title fit in the required
space, use ‘$/QUAN. R;-enber that to begin a label with a symbol one
must use a.special keyatroke. -Then move.to column K sand label this
column TOTAL. Freeze the vertical columns so that the food names wili
shov in column A while working on columns I through J.

The first item on the menu is bread. The menu shows that you need
more than a single loaf. In column I, enter a value of 2, since two

loaves of bread will be needed to make toast for thirty-five children.
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In column J, enter the cost of a single loaf of bread. In column K, a
formula will be needed. This formula should indicate the to;al cost of
the number of loaves of bread needed. Thus, the formula will be +I%J,
But be sure to enter the appropriste entery position aumbers as vellz
In column K will appear the total cost of two loaves of bread. Continue
throughout the menu to fill in the costs and totals for each item on
the menu. When this is completed, the next step is to enter a formula
that will give a total foi column K. ; . “: : ; ;h

Every electronic sp;eadshect has a variety of funcéions thch can
be entered into the electronic spreadsheet. The formula that is needed .
here is one that will total all of the value entries in columm K. Check
vith your instructor or the spreadsheet program manual to discover what
formula needs to be placed in the spreadsheet at entry position K19.
Write the keystrokes needed to enter a "sum of" formula into the

program: . Enter this formula now. Notice what. happens on

the spreadsheet. A total for all the menu items should appear at entry"

, position K19.

. - Ome. final item can he included on this memu program.. Oune could
enter a formula to calculate the cost per child per day for food. To so
this move the cursor to column L. On the title line, type_in the label
$/CHILD. Remember to use the special keystroke to start a label with a
symbol other than an alphabetic one. Now, a formula must Se added at
entry position L19 which divides the total food bill by the number

served. Enter +K19/B5. This reads, "take the total of the food
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bill and divide it by the number of children to be served. Enter this
formula and note vhat happens on line L19. This is the total food cost
for Monday per child.

How about printing out a grocery list now? All that has to be done
is to freeze the vertical column Al. Then scroll until the column which
indicates the actual quantities to be purchased can be vieved on the
screen. Now it is possible to primt a-grocery list for that day. This
could be done for the entire week if groceries are purchased on a
veekly basis.

A varisty of ;nfor-n:ion can be easily determined Sy using the
electronic spreadsheet for menu planning. Not only can a menu be
written and recalled at will, but also cost factors can be dcternined;.
In this way, the child care adainistrator can prepare well-balanced,
nutritious meals at a low cost. Finally, even a veek's grocery list can
be printed from the information on the spreadsheet!

To complete this exercise, develop a menu for one weak. Change the
number of children to match the number of children'at the ceater vhere

<L '.you work. Then pri.nt out the following:

1. The menu for the entire week.

2. The actual cost of the menu for the week.

3. A grocery list for the week.

Remember to use all of the special features of the electronic
spreadsheet program as needed. Turn in the hard copy to the instructor

s

for evalustion.
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Chapter VI

Accounting

Introduction

.Accurate recordkeeping is one o!.th; primary responsidilicies of
the child care administretor. Keeping accurete fisanciel records is &
must if the business is to resain solveat. Maay child cere sdainistra-
tore vould prefer to hire & Certified Public Accounteat or Bookkeepsr
rather then ettespt to keep esccount records themcelves. (Certainly, it
may be necessary to use the services of e CPA for prepsring final
reports. Nowever, the microcomputer cen be effectively used to keep up-
to~dete financial records evea if the finel reports are to de prepared
by soweone outside of the center.

It is mecessery for the studeat to hnyo some basic kaowladge of
.. accoumting principlus anf ptocedngul before ettempting to use aky
sccounting software. On: should know the terminology of the field and
the various types of account records that sre kept. Por this resson, the
pretest for this unit is rather i-portnnk. The student should seek to
understand any items missed on the pretest defore procoodini with this

un i‘t .
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Accountancy Software

There is & vide variety of accountancy software produced for the

) sicrocomputer. If fact, the list seems elwost endless! Listed below are

but'o fev of the sccountiag software programe svailable as of 19R4:

1. Peachtree Softvare Inc. This company produces the Peach Pak &.
It consists of three interactive accounting packsges for the
omall business with limited microcomputer cnp.@ility. Included
are & geaersl ledger, accouats payadble, and accounts receivable.
The company aleo.produces a series Qt accouatin:{.o!tv.ro
packages vhich ‘ianclude Acc;;ito Receivable; CPS Multi-Ledger
Systea, General Ledger, 4nd Accouats Paysdle. - -

2. Attache' Softvare Inc. Thie company produces a package of ac-
ceuugin; softvare sold in en attache’ case. The modules include
Acceuats Receivable, Accounts Payadle, laventory Coatrol,
lavoicing/Sales snalysis, General lLedger and Payroll. The
Businese Pak 2 includes Accouats Payadle snd the General Ledger.

3. Certified Softvare Inc. The c;rtifiod Accounting System is pro-

{ duced by this c;hpnny:: !t';uclddoo'!ayroll.‘uccou:to Pafcble.
Accounts Receivadle , Inventory apé"conorat.Lciglr. . This o aa:
antry level int;gtltcd accounting package thiut can be custow-
ized b~ the user, vithout programming experience or source
codes, to fit one's needs.

4. Futurehouse, Inc. produces the Complete Personal Accountent.

. This is a complete persoral and small business finance package.
A running desonstration of the program is included.

5. Mark Data Products offers the Business Accounting System which
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provides double entry accounting. The package provides a fast
vay to process income and expenses, prepare detailed reports and
msintain records required at tax time.
Micro Architect, Inc. has developed the IAP or Integrated
Accounting Package. It includes a General Ledger, Accounts
Receivable, Accounts Payable, Payroll, Inventory, and Order
Entry.
Omni Software Systems, Inc. The Accountant Program produced by
.- this company is designed to, provide an .easy method. for keeping
records and preparing financial reporgs. This company also pro-‘
duces the Complete Business System Program which can also print
checks and Financial Statements as well as other reports.
Softlink Corp. The Practical Accountant Program is a single
entry accounting system specially designed for small businesses.
It is an easy to use program with extensive report capabilities.
Small Business Systems Group. This company produces a set of

four modules for a complete accounting package. In this system,

one is alloved considerable ¥lexibility in designing th;-chart

. of sccounts. The programs produce a variety:of reports. All of

3

the modules are coordinated with one another.

The above !ist is not meant to be in any way exhaustive, but only
to show the variety of accounting programs currently available. The
child care administrator should carefully outline what it is that a

microcomputer accounting program is do to. Then, check to see what
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softvare is available for what microcomputer. Most companies produce
software for just a few microcomputers.

If accounting is the major reason for purchasing a microcomputer
fsr business use, then it is especially important to check all the
possible software programs carefully. Be sure not to buy no;; program
than is actually necessary. In the world of business, "small business"
could mean any company which employes less than one thousand people.

Software prepared for the larger of the "small businesses" may actually

be much more than is really needed. .
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Learning Experience 1
Pretest
Purpose:

The purpose of the of this pretest is to give the student an
opportunity to check some basic knowledge from the field of accounting.
If the student does well on the pretest, then he/she is ready to
complete the learning exarcises in this chapter.

- The student will demonstrate basic knowledge of the field of

accounting before attempting furthar learning in this chapter.

" 1. What is the purpose of a General Ledger System?

2. What is a Chart of Accounts?

3. What are the two major financial reports produced by a General

Ledger System?

. What are the four basic categories of accounts found on finauncial

reports?
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5.

6.

7.

To increase an asset account you (debit credit) the account and
the norsal balance of such an account is a (credit debit).

Financial Reports are usually produced:

or

L] I4
v

Whet is the purpose of an Accounts Receivable System?

Which of the following are produced by an Accounts Receivable

System?(put a check by each correct answer)

Invoices

Credit Memos

Debit Memos .

Statements

Customer List

Aged Account Report

What is the purpose of an Accounts Payable Syatem?

222
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10. which of the following is produced by an Accounts Payable System?
(put a check by the correct snswers)
Iavoices

Credit Memos

Debit Memos

Open and Closed Item Listing

Vendor Listing
Checks
' _Check Register

11. What is the purpose of & Payroll System?

12, Which of the following is produced by a Payroll System? (put a
check for each coru.ct mt\;cr)
_:_!qloyu Listing
———Checks
Check Register
—__%41A
W2

Insurance Report

Posting to 12 differeat G/L accouats
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Learning Experience 2

The General Ledger

Purpose:

The purpose of this learning exercise is to familiarize the student

vith the General Ledger portion of a complete accounting system and to

assist the student to develop the skills to enter information into a

‘general

ledger using-a microcomputer. .  .: " .

Objectives:

Following the completion of this learning exercise, the student

vill be
l.
2.
3.
4.

able to:

Explain the function of a General Ledger.

Demdnstrate skill in entering data into the General Ledger
Define a Chart of Accounts

Explain the importance of Backup Diskettes for the General
Ledger

Describe the lpe;ial features. of the General Ledger Program
being used

Explain the menu options on the General Ledger program being
used and demonstrate skill in their use for entering aund man-
ipulating data

Demonstrate skill in printing a hard copy from the General

Ledger.
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Introduction

A General Ledger is a method of bringing together financial data
from direct posting; that is, entering information directly into the
ledger, or from other accounting subsystems. Information can be added to
the General Ledger from Accounts Receivable , Accounts Payable, Payroll,
or an Order Entry system.

From the information posted in the General Ledger, one can obtain a
Balance Sheet, a Trial Balance Sheet, an Income Statement, or special
reports designed by the business administrator or manager. ' Data in a
General Ledger is used ‘to preﬁ;re reports monthly, quarterly, yearly, or
by the previous three quarters.

In order to produce an effective General Ledger, it is necessary to
develop a complete Chart of Accounts. Each account included in the chart
of accounts must have an Account Name and an Account Number. Most
General Ledger software programs have certain built-in Account Names and
a series of numbers assigned to those names. With the more sophisticated
General Ledger softwars programs, more flexibility in configuration of
the chart of accounts il;lllgi!d the user. For example, the Small
Business Systems Group General Ledger program allows the user to select
account numbers, account descriptions, and report formats based upon
one's own unique needs.

All of the available accounting software share with other programs
the fact that they are "menu-drivea." For example, the main menu of the
SBSG General Ledger Program is as shown on the following page. This menu

is used somewhat differently than that of, say, a word processing

program. In this menu, it is necessary to "configure" the system before
I
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attempting to add any accounting data.
all of the specifics of the user's accounting procedures and actually

does the system configuration and initializing of data files.

SBSG GENERAL LEDGER CONFIGURATION MENU

MAIN MENU:

Configure

Processing, Please be Patient......

1)
2)
%)
4)
5)
6)
1)
-8)
9)

Granule size

Number of Drives

Systems

Diskettes

Change File Sizes

Diskette - Drive Allocation
Configuration Report .-
Initialige Files

Printer Top of Form

As has been noted with other software packages, in addition to the menus
pravided, there will also be a sevies of "prompts."

SBSG General Ledger program uses the first four lines of the CTR screen

to display the following:
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*line one -~ name of program and name of menu selection

*line two -~ prompt by the computer to user
*line three ~ if blinking, awaiting response frow user
*line four - bulletin from the computer (such as Processing,
Please be Patient.......) oo
The instructor will provide the student with the necessary handouts
to understand the main menu items and procedures for the accounting
softvare being used.
$3SGC Ceneral Ledger Overview
The Small Business Systems Group General Ledger accéunting module .
can be used to generate a variety of major reports which include Ealance
Sheets, Trial Balance Sheet, a ’Special Report' designed by the user,
and Income Statements. All data is maintained and reported by month,
quarter, year, and previous three quarters.
The data files included in the system are?
1. The Regular External Posting file which is a random sequential
filo of user definable size vhich contains regular update
posting from external modules such as Accounts Receivable,

. Accounts Pavable, and Payroll.

ool

2. The Direct Posting file which contains transactions entered

using the G/L menu option #1.

3. The Chart of Accounts file of user definable size wvhich ccntains
the account information.

4. The General Information File which is of fixed length and com-
tains the company information.

5. The Sort Area file which provides adeguate sort space for. the

-~
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largest G/L file.

6. Program System Operation files such as the configuration file,

the Diskette Name file, the loader program, etc.

Chart of Accounts Design

Each sccounting software package includes certain "givens” which
wust be included in the Chart of Accounts file. These are sust sccount
headings if the program is to run properly. Also specified by the
program is the account aymbering system; that is, certsin nuabers are
set aside for pa:ticuiar‘catogoticn.vithii'thc Chart of .Accounts.

If one vere using the $3SC General Ledger module, then the
following accounts in the General Ledger Chart of Accounts Uould‘hnvu to
be set up in order to run & fully coordinated system:

CASR HEALTH AND WELFARE PAY
ACCOUNTS RECEIVABLE VACATION PAY

ACCOUNTS PAYABLE OTHER PAY

SALES TAX PAYABLE NON-TAXABLE PAY
DEFERRED INCOME CASH-PAYROLL

FED. WITHHWOLDING * " . SAIPPING

STATE WITHOLDING. .. .RANDLING, ETC.

FICA REGULAR PAY
SDI OVERTIME PAY

PIECEWORK PAY OTHZR DEDUCTIONMS

There are four basic account categories: assets, lisbilities,
inqome and expense. Each of these is broken down into %2itles, headings
and regular G/L accounts grouped at different detail levels for

subtotals and totals.
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Backup diskettes are essential vhen usiang sn asccountancy softvare

program.

These should be developed and msinteined on four levels:

l. Yearly~ one separate G/L diskette should be ssintained for

2.

3.

L 8

filing all yearly data verified. This diskette should be
labeled: "ot for Use~-Year End XX Verified Dats".

Quarterly- two diskettes should be used on an OLD/NEW rotating
basis. Oune diskette should be labeled "Not for Use: Quarter-to-
Date Verified Dats". This diskette would coatein the kilo of the
suamary of quarterly informstioes verified through the eand of

the previous quarter. The secoad diskette would de used to ro~
tate through the monthly rotation which will becomse the ;cv
"Quarter to Date" diskette at the end of a nev quarter.

Monghly- two diskettes should be maintained for monthly reports.
These would be on an OLD/NEW rotating basis. Ove diskette would
be labeled, "Not for Use: Month End XX/XX/XX Verified Data". The
second diskette would be rotated through the current level
vhich will §’co-‘ the sev Nonth-End and ultimately the Quntto;-.
End diskette at the nqgtoptinto ti,n.

Current- dinkcé:on onlau OLD/liﬂ basis should be maintained at
all ievels of input. A "key level" would be any time data is

entered or updated (befora ome shuts off the computer). .

With backup diskettes designed as mentioned above, one would be adble to

easily recover data for thesec key periods: last year/end, last

quarter/eund, last month/end, snd yesterday.
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A Ceneral Ledger Main Menu
Printed below is the "msin menu" for the Smsll Business Systems

Group General Ledger module:

GCeneral Ledger Program Selection Menu

Choose Progrem By Nuaber

1)General Informatioa F/M

2)Direct Posting

Updated

Reports

Chart of Accounts F/M
File Recovery

End

--In this General Ledger softvare package, :hc."'f'ildicatco that the
user is to enter some data; in.:hin case, the menu item being selected. -
Directly below the "*" is a blinking cursor, reminding the ;ier that the
program requires some data in order to proceed. The "F/M" for menu items

1l and 5 stands for "File Msnagement".

Ceneral Information F/M. Selecting menu item 1 will bring to.the

3

screen a2 listing of 15 items which identify the company dy na;e. n;cvide

the company address, allov the user to enter basic information
’ 1
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pertaining to payroll, such as the susber of the mext payroll check, the
hourly rate, & payroll susber—iudicating bi-monthly, bi-weekly, veekly,
etc., the period start and end dste, the date the compeay's fiscal year
eads, The curreat date, and Federsl/State texing susbers. The program
uses this information when performing certsin cslculstions or niut‘iu
out required reports.

Chart of Accounts F/H. One uses this menu item to set up ead

ssintain the chart of sccounts. Figure ! oa the folloving pages is the

: .chart of sccouants developed tor the simulated "Lomghora Child Care

Cnur". In this system, accouat sumbers are six digits, five predecinsl
snd one poo: decimal digit. Por the entire system, the available sumbders
are 10000.0 to 39999.9. Accouats must be assijned s number sccording to

the following scheme:

. Assets 10000.0 - 19999.9
Lisdilities 20000.0 - 29999.%
Income 30006.0 - 139999.9
Expenses 40000.0 - 49999.9

Using the LONGHORM CMILD CARE CENTIR Cemerasl Ledgoer Accounts chart, '

.- answe?. the followiag quu._tion.:.. , K -

1. Rov many "Asset" accounts are therc?

2. What is the total of the assets accounts?

3. How many “Liabilities" sccounts are there?

4. What are the sccount nimes for the tvo income accouats?

5. _ How long has this center been in operation? How can you tell?

Stu-vi-15
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Account

11100.0
-11111,0
11200.0
11410.0
11500.0
16100.0
16150.0
16200.0
16250.0
16300.0
16350.0
16400.0
18100.0

© 21300.0

21325.0
-21350.0
21400.0
21500.0
21611.0
21612.0
21613.0
" 21614.0
21615.0
22000.0
23000.0
23100.0
29000.0
31000.0
32000.0

: [jR\ﬁj’312 42400.0

CASH IN BANK
CASH-PAYROLL ACCT .
CASH ON RAND v
ACCOUNTS RECEIVABLE
PREPAID KXPENSES
LAND

BUILDINGS
DRPRECIATION ON IUILDIUGS
VEHICLES

DEPRECIATION ON VIHICLIS
EQUIPMENT & FIXTURES .
DEPRECIATION ON EQUIP & ‘FIXTRS
DEPOSITS .

ACCOUNTS PAYABLE

NOTES PAYABLE - CURRENT
DEFERRED INCOME

SALES TAX PAYABLE

WAGES PAYABLE

FEDERAL WHMT PAYABLE

STATE WHT PAYABLE

FICA PAYABLE

STATE DISB INSURANCE

OTHER DEDUCTIONS

ACCRUED EXPENSES

NOTES PAYABLE - LONG TERM
MORTGAGE PAYABLE

NET WORTH

FEES INCOME

INTEREST INCOME

TRAVEL

{

LONGHORN CHILD CARE CENTER
General Ledger Accounts

This Mo

4989.14

5316.73-

452.25
2380.85
0.00
28500.00
126430.00
356.00
6984.00
120.00
29842.00
245.00
285.00
431.86
8700.00
0.00
o.oo
o‘im
176.32
0.00
387.53

This Year

4989.14

5316.73-
452.25 -

2380.85
0.00
28500.00
126430.00
356.00
6984.00
120.00
29842.00

245.00

285.00

631.86 *

8700.00

0.00
0.00
0.00
176.32

~

"1

0.00

387.53

0.00

0.00
0.00
42695.00

89629.00
51805.80
3375.85
23.12
50.00

This Qtr

4989.14
5316.73-
4£52.25
2380.85
0.00
28500.00
126430.00
356.00
6984.00
120.00
29842.00
245.00
285.00
431.86
8700.00

Date 01/31/8

Page 1

Prev Qtr-l
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Account

42700.0
43111.0

. 43112.0

43113.0
43114.0
43115.0
43116.0
43117.0
43200.0
44000.0
44100.0
44200.0
44300.0
44400.0
44500.0
44600.0
44700.0
44800.0
44900.0
45000.0
45100.0
45200.0
45300.0
45400.0
45500.0
45600.0
45700.0°

234

SHIPPING _
REGULAR PAY )
OVERTIME PAY

PIECE WORK PAY
REALTH & WELPARK PAY
VACATION PAY

OTHER PAY

NOM-TAXABLE PAY
PAYROLL TAXES
ADVERTISING

BANK & CREDIT CARD CHARGES
COMTRACT SERVICES
DEPRECIATION

DUES & SUBSCRIPTIONS
FOOD

INSURANCE

INTEREST

EDUCATIONAL SUPPLIES
OFFICE SUPPLIES
POSTAGE

PROFESSIONAL FEES
RENT S
REPAIRS & MAINTENANCE
TAXES & LICENSES
TELEPHONE

UTILITIES

VEHICLES

LONGHORN CHILD CARE CEMTER
General Ledger Accounts

>

Th Thia Yoaé

$784.00
0.00
0.00

(=4

883858ksss

£8885888823388388888

COO0OO0OO0OO0OOOOO0OOOOOCOOOOO e
L ]

. 8s.

. 721.

. 40,

. 110.90

. 200.00

. 0.00

. 54.51

. 40.92
0.00 0.00
0.00 0.00
0.00 0.00
0.00 25,00
0.00 0.00
0.00 28.98
0.00 89.00
0.00 45.173

FIGURE 1 (cont)_l

This Qtr

0.00
5784.00
0.00
0.00
0.00
o.w
0.00
96.58
0.00
18.50
o.oo
‘s.oo
721.00
40.00
110.00
200.00
0.00
5“.51
40.92

0.00
0.00
0.00
25.00
0.00
28.98
89.00
45.73

Date 01/31/8

Page 2

Prev Qtr-l
0.00

OOOOOOOOO?OO??????
8888888888388888388
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L ]
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LONGHORN CMILD CARE CENTER
GCeneral Lasdger Accounts

Account MNeme

10000.0 AsseTs Sudb 50 Title
11100.0 CASH IN BANK . Regular
11111.0 CASH-PAYROLL ACCT Regular
11200.0 CASM OM HAND T ' Regular
11410.0 ACCOUNTS RECEIVABLE . . Regular
11500.0 PREPAID RXPENSRS ., . Regular
16100.0 LAND - Regular
16150.0 BUILDINGS Regular
16200.0 DEPRECIATION ON IUILDIIGB ‘ Regular
16250.0 VENICLES Regular
16300.0 DEPRECIATION OM VEHICLES - Regular
16350.0 RQUIPNENT & FIXTURES Regular
16400.0 DEPRECIATION OM IQUIP & rxxrns Regular
18100.0 DRPOSITS Regular
19999.0 TOTAL ASSETS . _' Sub 90 Total
20000.0 LIABILITIRS " . Sub 50 Title
21300.0 ACCOUNTS PAYABLE Regular
21325.0 NOTES PAYABLE - CURRENT Regular
21350.0 DEFERRED INCOME _ Regular
21400.0 SALES TAX PAYABLE Regular
21500.0 WAGES PAYABLE . Regular
21611.0 PEDERAL WHT PAYABLE Regular
21612.0 STATE WHT PAYABLE _ , Regular
21613.0 FPICA PAYABLE P . Regular
21614.0 STATE DISB INSURANCE Regular
21615.0 OTHER DEDUCTIONS . Regular
22000.0 ACCRUED EBXPENSES . Regular
23000.0 NOTES PAYABLE - LONGC TERM Regular
23100.0 MORTGAGE BPAYABLE . Regular
28900.0 TOTAL LIABILITIES . ' Sub 80 Total
~ ' FIGURE 1 (cont)
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Balance Sheet
Balance Sheet
Balance Sheet
Balance Sheet
Balance Bheet
Balance Sheet
Balance Sheet
Balance Sheet
Balance Sheet
Balance Sheet
Balance Sheet
Balance Sheet
Balance Sheet
Balance Sheest
Balance Sheet
Balance Sheet
Balance Bheet
Balance Sheet
Balance Sheet
Balance Sheet
Balance Sheet
Balance Sheet
Balance Sheet
Balance Sheet
Balance Sheet
Balance Sheet
Balance Sheet
Balance Sheet
Balance Sheet
Balance Sheet

RRIRARAAITEIPRPEPEPEFE®

OO0 (7]
HRIYRR]N

Date 01/31/84
Page |

Leval 0 2 Liaes
Level O
Level O
Level O
Level O
Level O
Level O
Level 0
Level 0
Level O
Level 0
Level 0

Level O
Level 0 1 Lines

Level 9 2 Lines
Level 0 2 Lines
Level O
Level O
Level O
Level O
Level O
Level O
Level 0
Level O
Level O
Level O
Level O
Level O
Level 0 1 Lines
Level S 1 Lines
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Direct Posting. This program allows amounts to be directly posted

to the G/L accounts and to print the direct posting file vhen necessary.
When this system is coordinated with the Accounts Receivable, Accounts
Payable, and Payroll programs, one needs to post only those items which
cannot be entered and updated from the coordinating modules. ihoae would
include postiags made to adjust balances with errors.

When the second selection is made from the General Ledger Main
Menu, oune is able to post directly to an account by entering the account
nusber when prompted to do so. It is also possible to print sll records
in the Direct Posting !iio. Reports generated by th; coup&te; are oanly -
as valid as the user vho enters the data. It is necessary to study the
reports received from the program very, very carefully snd correct amy
errors. Any good accountancy software gemeral ledger program will have
methods to cprrect posting errors. |

Posting Update. This menu selection allows for merging direct
postings into external postings; the postings are sorted and the Account
file is updated. Updated reports are p;oduced and the direct and
external posting files are cleared for further data. Whether the General
Ledger program is coordinated with other .programs or not, the Update
option should be run dur{;g uo;thly procell}ug af;er each extensive data
entry session and whenever the posting files are approaching & file full
condition. A "File Full" message can be displayed by the G/L Direct
Posting program or by module update programs such as Accounts Payable.
At such times, it is necessary to update the G/L before one can continue

with the present operation at hand.

Stu-vI-19
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Additionally, it is always a good idea to run the Update program
just prior to the month-end report phase. This will help to insure that
all pertinent financial data is in these reports.

The Update program will produce an activity report which must be
studied for errors. While the program will produce an error report, ouly
the most blatant errors can be detected by the microcomputer. The old
computer adage holds true here—"garbage in equals garbage out". When
correcting errors in the G/L, one must decide whether to use the direct
posting option or to go back and process the correction: through the
aépropriatc module, such as Accounts lcccivablg. In any event, ome
should always document any corrections for future reference.

Reports. This program prints all General Ledger financial reports.
A full set of reports should be run each month following thz final
Posting Update for the month.

First, oue should run & trial balance and trial income report. Each
of these reports should be examined for any possible errors and
corrections made as needed. A second set of trial reports should be run
following any corrections. When the trial income statement is correct,
thea one should post the grocs\profit figare to Retained Earnings. Then
a trial balance gheet sh;uld be printed. If the balance sheet is
correct, one can print all special, monthly, quarterly, etc. reports.
The following pages provide examples of a trial income sheet and a trial
balance sheet generated by the SBSG General Ledger program. (Note: since
no entries had yet been made in the program, the trial income sheet '

figures all are zeros.)
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LONGHORN CHILD CARE CEWTER . Dete 01/31/8

Trial Income Statesent Pags |
Account Name . . This Moath Pct
INCOME ' .
31000.0 FEES INCOME $ . 0,00 0.00
32000.0 INTEREST INCOME 0.00 0.00
TOTAL INCOME ' s 0.00 0.00

BUSINESS BXPENSES

" 42400.0 TRAVEL 0.00 0.00
7 42700.0 SHIPPING 0.00 0.00
L 43111.0 REGULAR PAY 0.00 0.00
N 43112.0 OVERTIME PAY 0.00 0.00
~ 43113.0 PIECE WORK PAY 0.00 0.00
43114.0 HEALTH & WELFPARE PAY 0.00 0.00
43115.0 VACATION PAY - 0.00 -0.00
43116.0 OTHER PAY 0.00 0.00
43117.0 NON-TAXABLE PAY 0.00 .0.00
43200.0 PAYROLL TAXES 0.00 ' 0.00
44000.0 ADVERTISING 0.00 0.00
44100.0 BANK & CREDIT CARD CHARGES 0.00 - 0.00
44200.0 CONTRACT SERVICES . 0.00 : 0.00
44300.0 DEFRECIATION 0.00 0.00
44400.0 DUES & SUBSCRIPTIONS 0.00 0.00
44500.0 FOOD 0.0¢ " 0.0C
44620.0 INSURANCE 0.00 0.00 .
44700.0 INTEREST 0.00 0.00
44800.0 EDUCATIONAL SUPPLIES 0.00 . 0.00
44900.0 OFFICE SUPPLIES 0.00 0.00
45000.0 POSTAGE 0.00 0.00
45100.0 PROFPESSIONAL FEES 0.60 0.00
45200.0 REHT 0.00 0.00 : 241
45300.0 REPAIRS & MAINTENANCE 0.00 0.00 FIGURE 2



LONGHORN CMILD CARE CENTER Date 01711/8

Trial Income Statement Page 2
Account Name ’ . This Nonth Pct
45400.0 TAXES & LICENSES ' 0.00 0.00
45500.0 TELEPHONE 0.00 0.00
. 45600.0 UTILITIRS 0.00 0.00
) 45700.0 VEMICLES ., 0.00 0.00
TOTAL EXPENSES $ 0.00 0.00
NET INCOME ' , $ 0.00 0.00
w
g S
< Sales Accounts Totasl " 0.00
N :
N . .
Debit Totsl : : 0.
Credit Total 0.

RETAINED EARNINGS o 0.00

Q 242 : . FIGU‘RE 2 (cont)




A

LONGHNORN CHILD CARE CENTER Date O1/31/8
Trial Balance Sheet ' Page |
Accouat Name . T™his Moath :
ASSETS
11100.0 CASM IN RAMK . $ 4989.14
11111.0 CASN-PAYROLL ACCT 5316.73- :
" 11200.0 CASN O NAND 452,28
a 11410.0 ACCOUNTS RECEIVABLE 2300.85
é 11500.0 PRRPAID RXPRNSRS 0,00 ..
X 16100.0 LAND 20500.00
o 16150.0 BUILDINCS 126430.00
16200.0 DEPAECIATION OM BUILDINCS ‘ .356.00~ .
16250.0 VERICLES . 6984.00
16300.0 DEPRECIATION QN VEMNICLES 120.00~-,
16350.0 EQUIPNENT & FXTURRS 29842.00
16400.0 DEPARCIATION OM EQUIP & FIXTRS ' 245.00-
18100.0 DEPOSITS . 285,00
TOTAL ASSETS , ) oo $  193825.51
FIGURE 3 245
244




LONGHOKN CHILD CARE CENTER - Date 01/31/8
Trial Balance Sheet = Page 2
Account Nans - This Month
LIABILITIES
21300.0 ACCOUNTS PAYABLE 431.86 .
21325.0 NOTES PAYABLE - CURRENT 8700.00
21350.0 DEFERRED INCOME - 0.00
21400.9 SALES TAX PAYABLE 0.00
" 21500.0 WAGES PAYABLE . 0.00
g 21611.0 FEDERAL WHT PAYABLE 176,32 -
L 21612.0 STATE WHT PAYABLE 0.00
W 21613.0 FICA PAYABLE 387,53
N 21614.0 STATE DISB INSURANCE 0.00
21615.0 OTHER DEDUCTIONS 0.00 .
22000.0 ACCRUED EXPENSES Q.00 '~
. 23000.0 NOTES PAYABLE - LONG TERM 42695.00
23100.0 MORTGAGE PAYABLE 8962¢,00
TOTAL LIABILITIES $ 1462019.71
29000.0 NET WORTH . 51805.80 -
TOTAL LIABILITIES & NET WORTH $ 193825.51
Debit Total . 194546.51 .
Credit Total 194546.51
Proof 0.00- )
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Learning Experience 2

The Accounts Receivable Program

Purpose

The purpose of this exercise is to familiarize the student with the
Accounts Receivable portion of a complete accounting system and to
assist the student to develop the skills to enter information into a

.. general ledger using a coordinated accounts receivable program.

Objectives

Following the completion of this learning exercise, the student

will be able to:

l. Explain the function of an accounts receivable program

2. Demoastrate skill in using an accounts receivable program for
entering data into a general ledger program.
Define the special features of the accounts receivable program

being used.

Explain the menu Optiégn of- the accounts receivable program

and demoustrate skill in their use by entering data and
generating appropriate paper products from the data.

Define the importance of an accounts receivable program for a

child care center business.

Introduction

The primary objective of an Accounts Receivable microcomputer

program is to prepare accurate sund timely monthly statements' to

Stu-VI-24a
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customers. The child care administrator can generate the information
required to control the amount of credit extended and the collection of
money owed in order to maintain a proper cash flow for the business.

It is important to note that almost all of the accounting software
programs developed for small business users are designed to consider
that the business "product" is a tangible one. This is not the case in
child care. The "product” produced for sale to the customer in a child
care center is quality child care and early childhood education.
Nevertheless, most Actounts Receivable software packages can be:
effectively used by businesses such as a child care center when the
actual "product” is a human service. It may be necessary to include
certain account names, such as " shipping and handling” even though the
balance will always be $00.00 in order for the program to operate
correctly. .Such itews are few and will not present any great
inconvenience once the accounting system is set up .

Most accounts receivable systems are "invoice oriented."” What the
system provides for the child care admiﬁistrator is a bill or end of the
month statement for the customer, the parent -or parents of the children
for whom the service is provided.

The Small Business Systems Group Accounts Receivable program will
serve as the model for the examples provided in this text. The
instructor will provide the student with the necessary handouts to
understand and operate the actual Accounts Receivable program being
unegl.

In the SBSG Accounts Receivable program, invoices can be entered

before they are ready for billing, when they are ready for billing,
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after billing, or even after they are paid. Invoice informstion
includes:
l. Type of A/R transaction-~invoice, credit, or debit memo
2. Customer P.0 number
3. Description of P.O.
4. Billing date

5. General Ledger account number

6. Invoice amount
7. Shipping snd transportation.charges
8. Tax charges

9. Payment and payment progress information

The SBSG A/R program can print a variety of reports. These reports
include a summary or detailed listing of invoices not yet billed, open
items (unpaid invoices), closed items (paid invoices), and aging for
all, one, or a range of customers. Customer statements can also be
printed. it is possible to purchase special computer statements with the
letterhead of your child care center. This will be true for most of the

- . better microcomputer accounting software packages.

.In the 3BSG accounting package, the Accounts Receivable program is

fully linked to the General Ledger program. The A/R program will post to
applicable accounts, including the income accounts specified by the
user.

The SBSG Accounts Receivable Menu

The A/R menu program loads and executes all other system programs.
All system programs return to this main menu when the selected operation

is completed. Printed below is the Main Menu for the SBSG A/R program.
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Accounts Receivable Program Selection Menu

Choose Progrem by Nuaber

o

Transaction Entry
Transaction Print
Traasaction F/M
Update
Ledger
Statements
Customer F/M
Tax Code F/M
General Information F/M
File Recovery

End

When an availadble bption 1 through 11 has been selected, then the:
menu program begins to load that program. Many of the programs may be
quite lengthy. It is nec;lllr§ to be patient and NOT tap any of the
microcomputer keys in an effort to expedite this loading process. Many
microcomputers have "type ahead" features; thus, and keystrokes made in
a vain effort to speed up the microcomputer will be entered when the
program is operational or fully loaded. When the program is fully

loaded, a sub-menu will appear from which selections can be made in the

entering of data into the program.




General Information ¥/M. (Remember that "F/M" stands for file -
management.) This general icformation includes the same fifteen fields
as vere previously noted in the General Ledger program. The same
information should be entered into the General Information file;
however, it is important to change the "Today'; Daée" entry at item 11
s0 that the appropriate date will be entered for transactions completed

on that date.

Tax Code F/M. Nine fields are provided for the user to enter a

description, tax rate, and Income G/L number. Since this is an accounts
receivable program, there will usually be no taxes to record except for
a $00.00 for the G/L category which receives the income from customers.
1f, however, the child care administrator or business owner decides to
publish and sell through the child care center budget a handbook for
parents on places to take young childrem in the city, then a sales tax

rate would have to be entered under this menu item.

Customer F/M. This is a system set up step. Here the user would
enter the names of all "customers;" that is, the parents who purchase-

quality child care from the center. The sub~menu items to be included

are:

Customer No. From | to file maximum
1 Name 21 characters available
2 Addr 2] characters available
3 Addr

v 4 Addr
S Last activity (date) Numeric with no slashes
6 Billed last year Dollar value to over 9 million
Stu-vIi-28
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7 Billed this year Dollar value to over 9 million
(You should live so long as to bill 9 million dollars!)

8 Phone number 10 digits

This program allows ome to add, change, or delete customer
information. It will print a numeric or alpha sort customer list, an
activity list, and will move totals at year-end. The figures on the
following two pages present examples of a List of Customers and a
Customer Activity Report. Both lists are presented numerically rather
- than alphabetically, but an alpha sort, or alphabetical list could have
been generated using this A/R program.

When the Customer F/M program is activated, the sub-menu will be as

displayed below:

Enter Operation Code (0=Exit 1=Add 2=Change 3=Print 4=Yr End)

*

Customer No.

1) Name

2) Addr

3)

4)

5) Last Activity

6) Billed Last Year
7) Billed This Year

8) Phone Number
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LONGHORN CHILD CARE CENTER ) Date 01/31/
List Of Customers Page 1
e Name Address
1 ANDERSON FAMILY 7919 LAKEWOOD DRIVE SAN ANTONIO, TEX. 78220
2 BANNER PFAMILY 1786 WEST MARIPOSA SAN ANTONIO, TEX. 78201
3 CLAYWORTH FAMILY 1402 APACHE SAN ANTONIO, TEX. 78207
4 DE BOYOS FAMILY 3502 mruN1 SAN ANTONIO, TEX. 78224
5  GARCIA FAMILY 2398 NACOGDOCHES SAN ANTONIO, TEX. 78209
6 HILL PAMILY 5628 ELLISON DRIVE : SAN ANTONIO, TEX. 78245
7  MARTINEZ PAMILY 2325 MARKET STREET SAN ANTONIO, TEX. 78225
8  MARTIN PAMILY 3602 DEVINE STREET SAN ANTONIO, TEX. 78210
9  NEAL PAMILY 1975 ELSIE AvENUE SAN ANTONIO, TEX. 78204
10 PEREZ FAMILY 3618 JONQUILL LANE SAN ANTONIO, TEX. 78233
11  RODRIGUEZ FAMILY 4917 HUMBLE STREET SAN ANTONIO, TEX. 78225
12 SALAZAR raMILY 3602 IDLEWOOD DRIVE SAN ANTONIO, TEX. 78242
13 TYSON FAMILY 2178 MAGNOLIA STREET SAN ANTONIO, TEX. 78201
14  WANG PFAMILY 4820 CULEBRA ROAD SAN ANTONIO, TEX. 78238
15  ZIMMERMAN FAMILY -+ 1298 KYLE AVENUE ."  SAN ANTORIO, TEX. 78224
FIGURE 4
Stu-vI-30
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- . - e e e i ‘ L T s g “-‘-—.#
_ -7 - LONGMORN CHILD CARE CENTER TR T8 pave 01/31
" Customer Activity Report Tl Page 1
ode Name Last Activity Current Year Last Yesr -

1 ANDERSON FAMILY 1/31/8 376.00 0.00 n

2 BANNER FAMILY 1/31/84 652.00 0.00 "
3 CLAYWORTH FAMILY 1/31/84 369.00 0.0
4 DE HOYOS FAMILY 1/31/84 268.50 0.00
b GARCIA FPAMILY 1/31/84 310.40 0.00

6 HILL PAMILY 1/31/84 321.00 0.00 -
7 MARTINEZ FAMILY 1/31/84 284.00 0.00
8  MARTIN FAMILY 1/31/84 369.60 0.00
9  MEAL FAMILY 1/15/84 85.20 0.00
10 PEREZ FAMILY 1/15/84 92.49 0.00
11 RODRIGUEZ FAMILY 1/15/84 87.90 0.00
12 SALAZAR FAMILY 1/15/84 75.00 0.00
13 TYSON raMILY 1/15/84 , 78.50 0.00 -
14 WANG FAMILY - 1/15/84 ’ 84.00 0.00
15 ZIMMERMAN PAMILY 1/31/84 176.70 0.00

\
FIGURE 5
Stu-VI-31
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Transaction Entry.This program is used to process all

transactions—invoices, credit memos and debit memos. Printed below is

the sub-menu for the Transactions Eantry program: -

Customer Number Select one from the Customer F/M

Type (of transaction) Prompts will appear ou the screen
for iavoice, billing, payment, etc.

Cust. Order MNo. PO number up to 6 characters

Bill Date Enter valid date

Tax Code One through nine

Invoice Amount g 0 to over'9'ni11ion dollars

Shipping/Handling 0 to over 9 million dollars

Payment +/=- over 9 million dollars

Progress Due Date Hit (enter)

Field to Change Hit O for none

Wher all t;ansactions have been entered, one can then print out a
list of those transactions by selecting Transaction Print from the main

menu. Figure 6 on the following page is an example of the report that

would be obtained from the Transaction Print mode.

Transaction F/M. This program allows one to make any corrections to

transactions stored in the file. Thus, when invoice payments are made,
this program allows one to enter the payment amount into the program.
The system also performs a self-check. If any inconsistencies are found,
then the bulletin "Date or Amount Field Missing or Negative Balance"

appgars as & flashing message on the screen.
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LONGHORN CHILD CARE CENTER . Date 09/15/84

A/R Transactions Page |
Inv Amt Ship Texes Inv Pay Prog Date Prog Bill Prog Pay
tw O New Transactions 0.00 0.00 0.00 0.00 0.00 0.00
£ 0 Inv Billing Transactions 0.00 0.00 0.00 0.00 0.00 0.00
L2 0 Iav Payment Trsnsactions 0.00 0.00 0.00 0.00 0.00 0.00
" 0 Prog Payment Transactions 0.00 0.00 0.00 0.00 0.00 0.00
Y 0 Delete Transactions 0.00 0.00 0.00 0.00 0.00 0.00
® 0 Modify Transactions 0.00 0.00 0.00 0.00 0.00 0.00
Totals 0.00 .00 0.00 0.00 0.00 0.00
Start Record # 1
End Record # 0
‘Available Recs 299
2573
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Update. This progrem updates the invoice, customer, snd G/L external

posting file, if the two systems are coordinated. One should always
check transactions thoroughly before choosing to u’daio. This would be
done by compariag the A/R Transactions report with original dasta.

Although transactions are aot lost from day to day, it is best to
update immedistely after sn extensive dsta entry session. Thus, customer
files will carry up-to-da;o totals and the G/L information enters the
G/L external poo;in.. Even more 4lpoftant.'runuia.ftho Update progras
msans that all curreat invoicas are svailable for statement production,
snd new transactions are checked for duplication against the invoices om
file. Figure 7 provides a sample of a portica on an Update Report.

When completed, the Update option erases the transaction file. How
often one -f;ht need to update vill depend on the volume of
transactions, the need to generate statesments, and the need o :pdate
the General Ledger.

The G/L update is automatic for systems that are coordinated;
however, oune should not étococd to statement printing unéil qll updeate
tepogto are carefully st: lied and deemed correct.

The A/R Ledger. This program is the report phase producing
detailed, summary or customer rauge reports of open items, aging
analysis, closed items, and unbilled invoices in the system. The program
is designed to delete closed items from the list vhen selected.

The figures on the following pages provide samples of the A/R Open Items
and Aging Analysis Reports produce by the SBSG Accounts Receivable

Progran.

I)
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Rec Cust Inv #
1 1 17
G/L #31000.0
2 2 18

G/L #31000.0

LOMGHORN CHILD CARE CENTER

A/R Update
Cash Acct Rcvdb Sales Inc Defer Inc  Shipping
" 55.00 25.00 80.00 0.00 0.00
0.00 86.00 86..00 0.00 0.00
260 Stu-vi-34

Date 09/15/84

Page 1
Taxes Inv Amt Tax Type op
0.00 80.00 0 7 1
0.00 86.00 0 7 1




LONGHORN CHILD CARE CENTER P Date 09/15/84

A/R Open Itema : Page 1

Inv # T Cust Order # Deac Bill Date : Inv Amt Ship Taxes Total Inv Pay Prog Bill Prog Pay Prog
ust: 1 ANDERSON FPAMILY Sales YTD 376 .00 Laat Year 0.00 -

Total Bal 216 .00 1 Invoices 216.00 0.00 0.00 216.00 0.00 0.00 0.00
ust : 2 BANNER FAMILY Sales YTD 652.00 Last Year 0.00 .

Total Bal 480.00 1 Invoices 480.00 0.00 0.00 680.90 0.00 0.00 0.00
ust: 3 CLAYWORTH FAMILY Sales YTD 369.00 Last Year 0.00

Total Bal 290.00 1 Iovoices 290.00 0.00 0.00 290.00 0.00 0.00 0.00
ust: &  DE HOYOS FAMILY Sales YTD 268.50 Last Year ' 0.00

Total Bal 185.00 1 Invoices 185.00 0.00 0.00 185.00 0.00 0.00 0.00
ust: 5 GARCIA FAMILY Sales YTD 310.40 Last Year 0.00

Total Bal 215.00 1 Invoices 215.00 0.00 0.00 215.00 0.00 0.00 0.00
ust: 6 HILL PAMILY Sales YTD 321.00 Last’Year 0.00

Total Bal 249.00 1 Invoices 249.00 0.00 0.00 249.00 0.00 0.00 0.00

Stu-vI-35




Inv # T Cust QOrder #

Cust: 1

ANDERSON FAMILY
16 1 TUITION
) G/L #31000.0
Total Bal 216.00
Cust:. 2 BANNER PAMILY
17 1 TUITION
, G/L #31000.0
, 'Total Bal 480.00
Cust 3 CLAYWORTH FAMILY
18 1 TUITION
G/L #31000.0
Total Bal 290.00
Cust 4 DE HOYOS FPAMILY
19 1 TUITION
G/L #31000.0
Total Bal 185.00
Cust 5 GARCIA FAMILY
20 1 TUITION
G/L #31000.0
Total Bal 215.00
Cust: 6 HILL FAMILY
21 1 TUITION
G/L #31000.0
Total Bal 249.00
264

LONGHORN CHILD CARE CENTER

Date 09/15/84

Stu-vI-36

A/R Open Items Page 1
Bill Date Inv Amt Ship Taxes Total Inv Pay Prog Bill Prog Pay Pro

Sales’ YTD 456.00 Last Year 0.00

1/31/84 216.00 0.00 0.00 216.00 0.00 0.00 0.00
Invoices ' '*  216.00 0.00 0.00 216.00 0.00 0.00 0.00

Sales YTD 738.00 Last Year 0.00

1/31/84 480.00 0.00 0.00 480.00 0.00 0.00 0.00
Invoices ', 480,00 0.00 0.00 480.00 0.00 0.00 0.00

Sales YTb 369.00 Last Year 0.00 N

1/31/84 290.00 0.00 0.00 290.00 0.00 0.00 0.00
Invoices 290.00 0.00 0.00 290.00 0.00 0.00 0.00

Sales YTD 268.50 Last Year 0.00 -

1/31/84. 185.00 0.00 0.00 185.00 0.00 0.00 0.00
Invoices 185.00 0.00 0.00 185.00 0.00 0.00 0.00

Sales YTD 310.40 Last Year 0.00

1/31/84 215.00 0.00 0.00 215.00 0.00 0.00 0.00
Invoices 215.00 0.00 0.00 215.00 0.00 0.00 0.00

Sales YTD 321.00 Last Year 0.00

1/31/84 249.00 0.00 0.00 249.00 0.00 0.00 0.00
Invoices 249 .00 0.00 0.00 249.00 0.00 0.00 0.00




LONGHORN CHILD CARE'CENTER Date 09/15/84
A/R Closed Items Page !

|

# T Cust Order # 3ill Date Inv Amt Ship Total Inv Pay Prog Bill

«
N

1 ANDERSON FAMILY
1 1 JANTUITION 1/15/84
G/L #31000.0 .
BANNER FAMILY e
JANTU ITION 1/15/84
G/L #31000.0
CLAYWORTH PAMILY
JANTUITION 1/15/84
G/L #31000.0 Ct
DE HOYOS FAMILY
JANTU ITION 1/15/84
G/L #31000.0
GARCIA FAMILY
JANTUITION 1/15/84
G/L #31000.0 L
‘HILL FAMILY
JANTUYTIQN 1/15/84
G/L #31000.9,
MARTINEZ FAMILY
JANTUITION 1/15/84
G/L #31000.0
MARTIN FAMILY .
JANTU ITION 1/15/84
G/L #31000.0
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LONGHORN CHILD CARE CENTER Date 09/15/84
A/R Aging Analysis Psge 1
Cust # Customer Phone Total Bal Current 30 Day 60 Day 90 Day Prog Curr Pr 10-Day Pro
Cust: 1 ANDERSON FAMILY . (512) 649-0316 Sales YTD 456 .00 Last Year 0.00
) '216.00 0.00 0.00 0.00 216.00 0.00 0.00
Cust: 2 BANNER PAMILY (512) 230-9244 Sales YTD 738.00 Last Year 0.00
’ s 480.00 0.00 0.00 0.00 480.00 0.00 0.00
Cust: 3  CLAYWORTH FAMILY (512) 220-2506 Sales YTD 369.00  Last Year 0.00
290.00 0.00 0.00 " 0.00 290.00 0.00 0.00
Cust: 4  DE HOYOS FAMILY ©(512) 626-4394 Ssles YTD 268.5) Last Year 0.00
185.00 0.00 0.00 ©0.00 185.00 0.00 0.00
Cust: 5 GARCIA FAMILY " (512) 231-6030 Ssles YTD 310.40 Last Year 0.00
215.00 0.00 0.00 0.00 215.00 0.00 0.00
Cust: 6 HILL FPAMILY © (512) 623-1922 Ssles YTD 321.00 Last Year 0.00
249.00 0.00 0.00 0.00 249.00 0.00 0.00
© . 263 o Stu-vI-38 269




The A/R Statements.This program prints the billing statements by

customer range in a format which is consistent with that used.by many
contiguous forms producers. Thus, one can purchase special sgtatement
paper with the company letterhead on it. In using this program, one need
ouly select the range of cult;ﬂetl for whom statements are to be
produced. All Open Item Invoices are printed in numerical order with
aging indicated a Current (under 30 days) or Past Due (over 30 days).
Figure 1l is a copy of a statment from this program,

:¥ile Recovery. The file recovery progrem is included to

automatically place "end of markers" on any data file which has been

left open. It displays the name of each file as it is inspected and
indicates whether the any files had to be restored. There is no user
input needed to execute this program other than the selection process
from the main menu.

End. The program provides and orderly exit from the A/R module. It

is the only valid way to exit the A/R program and return to the Disk

Operating System.

27V
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Page |
09/15/84
b
ANDERSON PAMILY
7919 LAKEWOOD DRIVE
SAN ANTONIO, TEX. 78220
Customer Order # Inv # Iav Tot. Inv Bal.
1/31/84 TUITION 16 216.00 216.00 216.00pP
** Total Due -—> 216,00
Stu-vi-40
Q :2r7:1




Learning Experience &

The Accounts Payecble Program

Purpose

The purpose of this lesrning exercise is to familiarize the student
vith the Accounts Payable portion of a complete accounting system and to
assist the student to develop the.skills to eanter inforsation into a
general ledger coordinat;d_oystcl u;ing the l?;rocc-putor.
Objectives

Following the completion of this learning exercise, the student
will be able to:

1. Explain the function of the Accounts Payable program.

2. Demonstrate skill in entering data into the General Ledger from

the Accounts Payadble program.
3. Use the Accounts Payable progrsm to print checks :o.vendOt;.
4. Explain the valus of backnp‘diskcttos io an Accounts Payable

progran.

Introduction The purpose of an Accounts Payable system is to record

and process invoices, credit memos, and dedbif memos resulting froam
purchases and credits acquired through the day-to-day dealings with
various suppliers. Each supplier may be assigned a numeric code to
create a vendor file record containing the vendor's name, address,

telephone number, activity date and total purchase dollars for the year
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and the last yesr. I a computerized system, sll this data is availsble
for chsnge snd print with a year-und clear for total purchase fields.

An Accounts Payable systes will calculate snd produce checks inm
pirzent of outstanding invoices snd apply credit memos. In addition,
this type of accounting progrsm will produce cash manegement reports
vhich provide up-to-date finaancial information to guide cash disburse-
ments. Depending on the program being utilized, several reports could be

available to the user. The information in these reports would be helpful

"in the analysis of payments, expenses, purchases, and cash requirements.

Most Accounts Payadble pregrsms available for a microcomputer system
are going tc be "imvoice oriented." Thus, everything revolves around the
invoice. Trensactions produced ars recorded as invoice #, giving the
description , the buyer, check register number, date, age date, amount
of the invofcr, any applicable discount, freight, tax and total payabdle.
In the SBSG Accounting package, each invoice produced by the Accounts
Payable program can be distributad to up to five General Ledger account
nusbers. Transaction print ;nd file maintenance procedures insure
accuracy.

.Ia this Accounts Payable program, tha “update" procedure writes the
transactions to the invoice file. Only updated transactions are
considered ready for payment. The program will produce an update report
vhich includes a detailed listing of transactions, an error report, aad
a summary of the impacted G/L accounts. When this system is fully ccor-
ated, these invoices feed cash and A/P accounts automatically.

The reports produced by this Accounts Payable program include open

item listings and closed item listings both in summary and detailed
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form, debit and credit memo listings, aging, check register report and a

vendor listing and vendor activity.

There are twenty-eight separate programs which make up the Accounts
Payable program. These include such items as the main menu, an open
invoice sort, a check c;lculation program, a check writer program, a
vendor alpha list, a program to correct any transactions entered into
the system, a general information file, and an A/P transactions file.

Using the Accounts Payable Program The usual power-on procedures

- should be- followed with this program. For the Radio. Shack .Model.

III and 4 microcomputer systems this would inglude turning on the
printer and any additional disk drives, then turning on the
microcomputer.

The Aczounts Payable diskette should be mounted into drive O with the
data diskette mounted in drive 1.

For the Accounts Payable program, backup diskettes should be

maintained on two levels:

l. Yearly ~ one diskette A/P data labeled "Not for Use—Year End XX
Verified Data" and maintained for file with all yearly data
veri-fied. ,

2. Current - diskettes on an OLD/NEW rotating basis should be main-
tained at all key levels of input. A "key level" would be any
time data is input or updated (before one turns off the com-
puter for the day).

Backup diskettes will allow one to recover data for the key periods of

last year/end anc yesterday.

The A/P Menu appears as shown on the following page.
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Account Payable Program Selecticn Menu

Choose Program by Number

2

1) Transaction Eutry
2) Transaction Print
3) Transaction F/M
4) Update

5) Check Calculate
6) Check Register

7) Check Writer

8) Ledger

9) Vendor F/M

10) Information F/M
11) General Information File
12) File Recovery

13) End

Three menu items are used in setting up the Accounts Payable
system. These are:

11) General Information. This program allows the user to enter
infprmation such as the company name, address, today's date, period
start and end and several items used by the payroll program such as

hourly rate, payroll check number, fiscal year end, etc.
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10) Aging Information F/M. With this program the user ;an set
aging period and check register number.

9) Vendor F/M. This program allows the user to add, change,
print or delete vendor records on the vendor file. Also year end
clearing of activity infornation is available here. The user first
assigns a vendor number in the range of 1 to 99999. Vendor information
can then be keyed into the system including name, address, last
activity, purchase last year, purchase this year, and phone aumber.

: Available options for the Vendor F/M are to add a record, change or
delete a record, print vendor information, move totals to year end, or
exit to the A/P main menu. One recalls vendor information by the record
number; however, if an invalid record number is entered, then the phrase
"Not on File" will be flashed ou the screen.

The primt option allows the user to produce an activity report, a
list of vendors by vendor number or a Alpha list of vendors.

When all necessary information has been keyed into the three
programs mentioned above, the Accounts Payable pr;gram is ready to
receive and process transactions using the Transactions Entry-program.
This menu option will be .the most .used in the A/P module. All new data
is entered using this portion of the program. Once recorded,
transactions remain on file until Update is run. Transactions can be
changed but only by using option #3 in the Transaction F/M program.
Updating transactions writes them to the invoice file. Invoices can be

changes only through the modify or delete operation from this menu.
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When the Transaction Entry program is fully loaded into the
microcomputer, six options are provided which are: O=Exit, l=New
Invoice, 2=Delete information, 3=Modify information, 4=Credit memo and
5=Debit memo. Items 1, 4, and 5 add newv transactions while items 2 or 3
will alter iavoices.

The following example will give some indication of how this
Accounts Payable program works when a new transaction is to be entered
into the system. Suppose that the owner of the Longhorn Child Care
Center is going.to attend the National Association for the Education of
Young Children Conference in Anaheim, California this year. She
purchases her airline ticket through the West Winds Travel Agency and
has received her ticket and invoice from the agency. Now the director
vishes to enter this information into the Accounts Payable program.
From the main menu, the director selects option number 1 which is A/P
Transaction Entry. The screen now presents her with a sub-menu from
which she selects "New Invoice”. This choice brings up another screen
vith the prompt to enter the vendor number. Figure 12 on the following
page is an A/P priantout of the list of vendors in numeric order. Note
that the West Winds Travel Agency is Vendor 1. Having keyed in the

oumber 1, the center director now sees displayed the following:

A/P Transaction Eatry New lavoice
or
. New Db Memo
Veandor 1

Iovoice Jkiriw WEST WINDS TRAVEL AGENCY

Sftu-vi-46 2 7 7




LONGHORN CHILD CARE CENTER Date 01/31/84 s

List Of Vendors Page 1

Code Name ° Addraess Phone No.
1  WEST WINDS TRAVEL AGENCY 2577 JACKSON KELLER ROAD SAN ANTONIO, TEX. 78230 (512) 340-0024
2 EXPRESS-NEWS CORPORATION AVENUE % & 3RD STREET SAN ANTONIO, TEX. 78228 (512) 225-7411
3 NAT'NAL BANK OF COMMERCE P.O. DRAWER 121 SAN ANTONIO, TEX. 78291 (512) 225-2511
4  ABC PEST CONTROL 10022 TH 35 NORTH SAN ANTONIO, TEX. 78236 (512) 656-5050
5  PRONTO CLEANING SERVICES 311 FURR DRIVE SAN ANTONIO, TEX. 78209 ) (512) 734-4182
6  SAN ANTONIO CHAMBER COMM 602 EAST COMMERCE STREET SAN ANTONIO, TEX. 78208 (512) 229-2100
7  PARENTS MAGAZINE ENT. 80 NEW BRIDGE ROAD BERGENFIELD, N.J. 07621 (201) 842-9000
8  HEFFERNAN SCHOOL SUPPLY 2111 WEST AVENUE SAN ANTONIO, TEX. 78223 (512) 732-1136
9 SYSCO FOOD SERVICES 5711 FPARM ROAD 78 SAN ANTONIO, TEX. 78253 (512) 661-4581
10 MARTINEZ INSUR. AGENCY 1821 SW MILITARY DRIVE SAN ANTONIC, TEX. 78289 (512) 922-5611
11  PAUL ANDERSON COMPANY 3485 FREDRICKSBURG ROAD  SAN ANTONIO, TEX. 78238 (512) 734-8111
12 CAMPOS MAINTENANCE SERV. 6936 SAN PEDRO AVENUE SAN ANTONIO, TEX. 78246 (512) 822-6287
13  SOUTHWESTERN BELL TELEPH P.O. BOX 90 - SAN ANTONIO, TEX. 78287 (512) 229-7922
14  CITY PUBLIC SERVICE 4919 EAST HOUSTON STREET SAN ANTONIO, TEX. 78221 (512) 225-2541
15  DIAMOND SHAMROCK P.0. BOX 631 AMARILLO, TEX. 79173 (806) 594-6300
16

ALEX'S GARAGE 1101 CASTROVILLE ROAD SAN ANTONIO, TEX. 78264 (512) 432-9265
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2577 JACKSON KELLER ROAD

SAN ANTONIO, TEXAS 78230
The director must now assign an invoice number THAT HAS NOT BEEN
USED. Duplicate aumbers can cause real problems in this program.
Having assigned an appropriate invoice number, the director will be
presented with a new screen on which will appear prompts to enter a
descrption on the item purchased (up to eight letters in length), the
initials of the buyer, the check register number, the invoice date, the
age date, the smount of the invoice, a discount if applicable, freight
and tax charges. Hlvi&g entered all of this information, the program
will automatically calculate the total for this invoice. lf‘the A/P
program is coordinated with the General Ledger program, then another
screen will appear which will allow the center director to distribute
the total amount of the invoice to the appropriate G/L accounts. One
account from the G/L Chart of Accounts will be used. Account number
42400.0 is the Travel Account, so the amount of the airline tigket will
be entered into the general ledger under this account number.

-Three other portions of the A/P program can now be initiated by the
center director—the check calculate, check register, and check writer
programs. Figure 13 presents a copy of the printout from the check
writer program. Specially printed checks can be purchased that can be
used on the microcomputer printer. Figure 5 is a sample check register
report.

+ The following pages present examples of some of the other reports
that can be generated using the SBSG Accounts Payable program. These

include a Vendor Activity Report which lists the vendors numerically,
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CHECK WRITER PROGRAM OUTPUT SAMPLE

Invoice #
1/04/84 4 CLEANING $50.00 $0.00 $50.00
1/25/84 102 $50.00 $0.00 $50.00
PRONTO CLEANING SERVICES Page 1 OF 1

- January 25,1984 102 *kxrkd® 50,00

e **pPifty Dollars And No Centsi*
PRONTO CLEANING SERVICES
311 FURR DRIVE
SAN ANTONIO, TEX. 78209
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qLy-IA-N3s

Date Inv No.
Register 102 5
1/04/84 4
1 Iten
Register 103 9
1/10/84 7
1 Item
Register 104 8
1/03/84 9
1 Item
Register 105 12
1/10/84 11
1 Item
Register 106 13
1/05/84 12
1 Item

Tctals

LONGHORN CHILD CARE CENTER
A/P Check Register

-

Description  Amount

PRONTO CLEANING SERVICES
CLEANING 50.00
50.00
SYSCO FOOD SERVICES
FOOD - 110.00
110.00

HEFFERNAN ‘SCHOOL SUPPLY
SUPPLIES ° 56 .40
56 .40

CAMPOS MAINTENANCE SERV.
MAINT 25.00
25.00

SOUTHWESTERN BELL TELEPH
TELEPH 28.50
28.50
269.90

Discount

Date

Date

Date

Date

Date

0.00

Freight

1/25/84

1/25/84

1/25/84

1/25/84

1/25/84

0.00

Date 01/31/84

Page 1

Taxes

Net Amt

50.00
50.00

110.00
110.00

59.22
59.22

25.00
25.00

28.98
28.98

273.20

Check No.




indicating the date of the last activity, current and last year's
activity and totals. An A/P Ledger Open Items Listing can also be

generated as well as a Closed Item Listing and an Update Report.
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~

’ . LONGHORN CHILD CARE CENTER . Date 01/31/8
Vendor Activity Report Page 1
Code Name - Last Activity Current Year Last Year
1 WEST WINDS TRAVEL AGENCY 12/31/83 0.00 0.00
2  EXPRESS-NEWS CORPORATION 12/31/83 0.00 0.00
3 NAT'NAL BANK OF COMMERCE 12/31/83 0.00 0.00
4  ABC PEST CONTROL h 12/31/83 0.00 0.00
5 PRONTO CLEANING SERVICES 1/25/84 0.00 0.00
6 SAN ANTONIO CHAMBER COMM 12/31/83 0.00 0.00
7 PARENTS MAGAZINE ENT..  12/31/83 0.00 0.00
8 HEFFERNAN SCHOOL SUPPLY "1/25/84 0.00 0.00
9 SYSCO FOOD SERVICES 1/25/84 0.00 0.00
10 MARTINEZ INSUR. AGENCY 12/31/83 0.00 0.00
11  PAUL ANDERSON COMPANY 12/31/83 0.00 0.00
12 CAMPOS MAINTENANCE SERV. 1/25/84 0.00 0.00
13 SOUTHWESTERN BELL TELEPH 1/25/84 0.00 0.00
14 CITY PUBLIC SERVICE 12/31/83 0.00 0.00
15 DIAMOND SHAMROCK 1/25/84 0.00 . 0.00
16  ALEX'S GARAGE 12/31/83 0.00 0.00
otals 0.00 0.00
285
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LONCHORN CHILD CARE CENTER Date 01/31/84

A/P Ledger Closed Item Listing Page !
Vendor Inv # Descr. Buy Inv Date Pay Date Ck Reg (G/L #) Amount Discount Other Net Due 10 20 30 60 > .

1 1| AIRFARE BS 1/05/84 1/05/84 101 42400.0 45.00 0.00 5.09 50.00
1 2 AIRFARE WS 9/01/84 9/11/84 8 42400.0 125.00 12.50- 9.85 £122.35
5 4 CLEANING BS 1/04/84 1/15[86 . 102 44200.0 50.00 0.00 0.90 50.00 1
8 9 SUPPLIES BS 1/03/84 1/25/84 104 56.40 0.00 2.82 £9.22

¢/L 44800.0 44900.0 .

Amt 46.39 12.83 -
9 7 FOOD BS 1/10/84 1/25/84 103 44500.0 110.00 0.00 0.00 110.00
12 11  MAINT BS 1/10/84 1/25/84 105 45300.0 25.00 0.00 0.00 25.00
13 12 TELEPH Bs 1/05/84 1/25/84 106 45500.0 28.50 0.00 0.48 28.98
15 14 GAS-OlL BS 1/10/84 1/25/84 107 45700.0 32.58 0.00 0.00 32.58

4

BEST COPY AVAILABLE 087
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LONGHORN CHILD CARE CENTER
A/P Ledger Closed Item Listing

Amount

8 Invoices 472 .48

This Report Includes Invoices From 1/01/84.To 12/31/84

Open Invoices
Closed Invoices
Deleted Invoices
Active Invoices

8
8
0
16
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Discount

12.50-

Date 01/31/84
Page 1

Other Net Due

18.15 478.13

10 20 30 60 >
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Vendor Inv # “Descr.

EXPRESS-NEWS CORPORATION

——Account Totals——--——-——cmemmm ————————-

ABC PEST CONTROL

LONGHORN CHILD CARE CENTER
A/P Ledger Open Item Listing

Buy Inv Date Pay Date

Ck Reg (G/L #)

- ~~Account Totalg———————————cmc——e——_ ittt

. SAN ANTONIO CHAMBER COMM

~—Account Totalg———————m—————cmoeo ettt b D T

PARENTS MAGAZINE ENT.

a

—-Account Totals———m—m-—mmmmmmmeee

MARTINEZ INSUR. AGENCY

~—Account Totalg——-————=——-m——m— e _ ettt Ll B

PAUL ANDERSON COMPANY

~~Account Totals———=——=—

CITY PUBLIC SERVICE

—~Account Totalg——=———=——— o

ALEX'S GARAGE

~~Account Totalg————————mm— e

; (Year To Date . 0.00 )
(Year To Di.e 0.00 )
(Year To Date 0.00 )
(Year To Date 0.00 )
(Year To Date 0.00 )
(Year To Date 0.00 )
(Year To Date 0.00 )
(Year To Date 0.00 )
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Amount biscount
(Last Year 0.00
18.50 0.00
(Last Year 0.00
35.00 0.00
(Last Year 0.00
25.00 . . 0.00
(Last Year 0.00
15.00 0.00
(Last Year 0.00
200.00 0.00
(Last Year 0.00
34.96 0.00
(Last Year 0.00
89.00 0.00
(Last Year 0.00
12.85 0.00

Date 01/31/84
Page 1

Other Net Due 10 20 30 6Q{
)

o'w 18.50 et “
)

0.00 35.00
)

0.00 25.00 =
)

0-00 15'.00 ———— = e e > ey >
)

0.00 200.00 ————mmmm e
)

1.25 36.21 --- -
)

0.00 89.00 —————
)

0.30 13.15 —-— -~




[— I = I = B = = ]

0

.

_LONGHORN CHILD CARE CENTER
A/P Update Report

. . Amount
Invoice Transactions - 0.00
Delete Transactions ) 0.00
Modify Transactions 0.00
Credit Memo Transactions 0.00
Debit Memo Transactions 0.00
Transactions 0.00

G/L Postings

Cash

Accounts Payable

All Others + -

232
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Date 01/31/84

Taxes

0.00
0.00
0.00
0.00
0.00

0.00

[ =T = I I =




Summary The accounting program described here is a rather complex

one. The greatest advantage of such a system is its flexibility and
coordination among the various programs--General Ledger, Accounts
Receiveable, Accounts Payable and a Payroll program not described in the

text. This particular sccounting program does require the assistance of
an accountant to make sure that it is properly utilized. However,
remember that there are a wide variety of accounting programs available
.for use. The child care.-administrator should carefully delin;ate which
accounting functions are to be done using the microcomputer before
investing in either a microcomputer or available software. As wvas
mentioned in the begining of this text, ome should alvays thoroughly
analyze existing software before purchasing a microcomputer. The
microcomputer will only be as useful a tool as the software that is

available to the user.

Stu-vI-5S T
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